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Chapter 1: Introduction

1 INTRODUCTION

This document is the owner and user manual which describes the operation and administration of a copyrighted software program

called the Family Legal Assistant (FLA) Database. The program is available from the website at:

http://sedm.org/ltemInfo/Programs/FLA/FLA.htm

The purpose of the Family Legal Assistant (FLA) Database is to help :

Automate and simplify the management of litigation in state and federal court.
Track billable hours spent on each case or client.

Track clients and cases.

Monitor and manage progress of tasks that need to be done on each case.

agrwbdE

authorize access to.
Level the workloads across multiple attorneys within a law office.
Track evidence, witnesses, and contacts.

o NS

9. Handle scheduling of events for each case.
10. Automate mass marketing and mailings to all clients of appearing in the database.
11. Standardize the folder labeling and organization for client records.

The intended audience for the software includes the following:

Sui juris litigants.

Attorneys.

Small law offices.

Judges of common law courts.

Those who are litigating their own divorce cases in state family courts.
Those who are defending

ouprwdE

This software has been used to automate multiple small family law offices and was beta tested in these offices before being

Serialize and track all documents pertaining to a case, their status, and their document numbers.

Limit access to client data to the specific attorney or person working on the case and anyone else he wants to separately

released. It was developed with the input of family law attorneys, but is useful by all attorneys in small law offices.

In the legal field, attorneys refer to this type of software as “Case Management Software”, and it can be so expensive that it is
beyond the reach of sui juris or pro se litigants and smaller law offices. Hence, we are offering it as a much less expensive

alternative for those who cannot afford most other case management products.
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Chapter 3: Program Setup 2-1

2 PROGRAM SETUP

2.1  Minimum System Requirements

The Family Legal Assistant (FLA) Database requires the following minimum resources to run properly:

1. Any of the following operating systems:
1.1. Windows 2000.
1.2. Windows XP.
1.3. Windows Vista.
1.4. Windows 7.
2. Any of the following versions of Microsoft Office installed:
2.1. Microsoft Office 2000 Professional.
2.2. Office XP Professional 2000.
2.3. Microsoft Office 2003.
2.4. Microsoft Office 2007.
2.5. Microsoft Office 2010.
2.6. Microsoft Office 2013 or later.
2.7. Microsoft Office 365 or later
3. 60 Mbytes disk space available.
4. 128 Mbytes of RAM.
5. At least one hard disk or partition OTHER than drive C:. You cannot install the program on the C: drive.

The program is NOT supported on either the Mac or on Microsoft Access 97. If you have Microsoft Access 97 installed, then
you will have to upgrade to Office 2000 as a minimum. Sorry. It’s just too much trouble to support and maintain multiple
versions of the program. For instance, we would need to have TWO or more computers to do the development, because Access
97 and Access 2000 cannot reside on the same machine at the same time.

2.2 Video Tutorial of installation process

Our Support Page contains a video tutorial showing how to install the program. You can find it at:

SEDM Support Page, Section 11.1
http://sedm.org/Support/Support.htm

2.3 Getting help: Free installation

If you have trouble setting up the program by following the procedure in this manual, you can as a last resort request a free
installation of the program by us. In order for us to complete the installation, you will need to follow the procedure below:

1. Have your order number and original order confirmation email available, so we can confirm that you are an authorized
user.

2. Ensure that your computer is connected to the Internet.

3. Install the following free software, so that we can use it to temporarily control your computer.

TeamViewer

https://www.teamviewer.com/en/

4. After you have located your order confirmation email and installed the Teamviewer software, submit a request to have us
install the software via our Contact Us page. Include your phone number, email address,name, the order number appearing
in your order confirmation email, and a good time to contact you to initiate the installation:
http://sedm.org/about/contact/

5. The installation takes usually only five minutes. Sometimes we have to troubleshoot problems caused by viruses or older
versions of the office suite. If we have problems, the installation can take a half hour.

2.4 Copying Standard Version files from the Zip file

Family Legal Assistant, ver. 1.03
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To install the program:

1. You must have at least one hard disk or partition OTHER than drive C: to install the program on. For the purposes of this
procedure, we assume that drive is drive D:. If you disregard this requirement and copy the files to the D: drive, you will
get the following error message that you will not be able to get rid of:

Microsoft Access

Microsoft Access cannot open this file.

This File is located outside wour inkranet or on an unkrusted sike, Microsoft Access will not open the file due ko
patential security problems,

To open the file, copw it ko your machine or an accessible network location,

2. Make a new directory on your computer in the following path and with the following name:

D:\Database\FLA\

3. Download or copy the ZIP file to the directory you created above.

4. Double click on the ZIP file to open it. Your WINZIP of PKZIP program should start and open the ZIP archive. If you have
Windows XP, the ability to view ZIP files within the Windows Explorer is built in and you do not need a zip program to
view or extract the data.

5. From the ZIP viewer program or Windows Explorer (in Windows XP or later) select all files in the ZIP archive and extract
them to the directory you created above.

2.5 Making a Startup Icon to Run the Program

You cannot run Family Legal Assistant (FLA) by simply clicking on the database file. If you do, Microsoft access will give you
all kinds of warning message, including the following:

Figure 2-1: Family Legal Assistant (FLA) Error if You Start the Program Without Using the Shortcut

' Microsoft Visual Basic

Run-time error '3029":

Not a valid account name or password.

To prevent the error above, you will need a create Program Shortcut and start the program using the shortcut. If you disregard
the above warning and try to enter the program anyway without using the shortcut to start it up:

1. Data import will not work.
2. You will get frequent and unpredictable errors running the program.

The Family Legal Assistant (FLA) Standard ZIP file has a sample/example shortcut file that you can click and drag onto your
desktop and use as a starting point.
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Chapter 3: Program Setup 2-3

In addition, you can find sample Family Legal Assistant (FLA) Shortcut Files at the following location on our website:

SEDM Support Page, Section 11.2
http://sedm.org/Support/Support.htm

If the shortcut files you received with the program do not work, the ones on our Support Page above will probably do the trick.

The following subsections will describe how to use the shortcut files both included with the program version you obtained and
also from our website support page.

251 Using the Shortcuts in the FLA Zip File

The Family Legal Assistant (FLA) comes with three sample shortcuts inside the Zip distribution file you download as follows:

Table 2-1: Family Legal Assistant (FLA) Shortcut Files

Shortcut File Name Version of Access You Have
FLAShortcut2002 Access 2002
FLAShortcut2003 Access 2003
FLAShortcut2007 Access 2007
FLAShortcut2010 Access 2010

Which of the above three shortcut files you use will depend on the version of Microsoft Access you have. Use the following
procedure to determine which version you have and to copy the file to your desktop:

1. Start up Microsoft Access by clicking Start->Programs.

2. If access displays menus instead of a ribbon bar, you have Access 2000, 2002, or 2003. Otherwise, you have Access 2007.

3. Ifyou have a menu bar, click “Help” in the menu and select “About”. A dialog box will appear showing what version you
have.

4. Now that you know what version you have, select the appropriate shortcut file from above, and copy or drag the shortcut
to your desktop.

5. From now on, click on this shortcut to start the program file.

25.2 Using the Shortcuts on the Support Page

In addition to distributing sample shortcuts with the program, we

25.3 Creating the Shortcut Manually

To create a shortcut or icon that you can use to start up the program, follow the steps below. These steps assume that you have
both the “Fla2k.mdb” and “Secured.mdw” files copied to the “C:\Database\FLA\” directory:

1. Open the Windows Explorer.

2. Go to the directory where your Microsoft Access executable program is installed. The name of the filename is
“MSACCESS.EXE” and it is installed in the C:\Program Files\Microsoft Office\Office\” directory on most computers.

3. Right-click on the “MSACCESS.EXE” program and select Create Shortcut. A new file will be created in the Office
program directory named “Shortcut to MSACCESS.EXE”

4. Rename the “Shortcut to MSACCESS.EXE” file to “Family Legal Assistant (FLA)”

5. Click on the new “Family Legal Assistant (FLA)” shortcut and then drag it either to your desktop or to your start bar at the
bottom of your screen. This will put a permanent shortcut on your Start Bar that you can click on at any time.

6. Now right-click on the “Family Legal Assistant (FLA)” shortcut you just created on your Start Bar at the bottom of the
screen and select “Properties”.

Figure 2-2: Family Legal Assistant (FLA) Icon properties dialog box
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’,‘.g FLA Properties. ji [

Security I Details I Previous Versions
General | Shortcut | Compatibility

gy

Target type: Application

Target location: Office12

Target: ib /wrkkarp D:\Main'\Database\fla\Secured. MD
Start in: D:\Main\Database'fla

Shortcut key:  None

Run: [Nonnal window v]

Comment:

[ Open File Location ] [ Change Icon... ] [ Advanced... ]
[ OK ] [ Cancel Appl

Examine the “Target:” field in the “Family Legal Assistant (FLA) Properties” dialog box. It should only contain the path to
your Microsoft Access Executable at this time as follows:

“C:\Program Files\Microsoft Office\Office\MSACCESS.EXE"

Add to the end of the above line the following, assuming that your Family Legal Assistant (FLA) program is installed in the
“C:\Database\FLA\” directory:

D:\Database\FLA\fla2k.mdb /wrkgrp C:\Database\FLA\Secured.mdw /user liberty
Therefore, the full command line would look like the following:

D:\Database\FLA\fla2k.mdb /wrkgrp C:\Database\FLA\Secured.mdw /user liberty
The purpose of the parameter “/wrkgrp C:\Database\FLA\Secured.mdw” is to tell MS Access what the workgroup security
file is that you need to use. Without starting up the database with this security file, then database security will malfunction
and you will not be able to import old data from previous versions of the Family Legal Assistant (FLA) program. The

purpose of the “/user liberty” parameter is to login as the “decoder” user. This is a predefined account allocated to all users
who are using security in the database.
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WARNING: If you put the Family Legal Assistant (FLA) in a directory other than that indicated above, and if the path to
the directory has spaces in it, you will need to surround the pathname with quote marks. For instance if the path is
“C:\Documents and settings\User\Database\Fla2k.mdb” instead of “C:\Database\FLA\Fla2k.mdb” then the command line
above would be:

“C:\Program Files\Microsoft Office\Office MSACCESS.EXE" “C:\Documents and settings\User\Database\Fla2k.mdb” /wrkgrp
“D:\Documents and settings\User\Database\Secured.mdw” /user liberty

If you don’t heed this warning, MS Access will give you TONS of errors when you try to start up the FLA from the icon.

9. This will make the entire Target field to appear as below::

“C:\Program Files\Microsoft Office\Office\MSACCESS.EXE" D:\Database\FLA\Fla2k.mdb /wrkgrp
D:\Database\FLA\Secured.mdw /user liberty

Now you are ready to start the program quickly and easily.

WARNING: If you do not create a shortcut, then you will not be able to enter data on any of the forms, or import data from an
older version of the program, or print properly. This step is very important!

If you would like further information about this section and a sample downloadable shortcut that you can reuse on your desktop,
please visit the SEDM Support page below:

Setting Up the Program Shortcut, Item #11.2
http://sedm.org/Support/Support.htm

2.6 Installing the Latest Office and Windows Updates

Before attempting to run Family Legal Assistant (FLA) the first time, it is important to install all the latest Microsoft Office
Updates and Service Packs off the web if you can. If you don’t do this, Access has on occasion been known to crash and corrupt
the database. This step will prevent most installation errors we have seen before they happen. To install free Office Updates off
the web, follow the procedure below:

Go to: http://officeupdate.com

Click on “Check for Updates” on the screen displayed.

Look if there are any updates to install.

If there are updates to install, then install them and reboot your computer.

PR

Similarly, it is also important to install all the latest free Windows updates on your system to prevent compatibility problems.
Follow the procedure below to accomplish this:

Open Internet Explorer.

Select Tools->Windows Update

Check for updates

Install all updates and especially service packs.
Reboot your computer for the changes to take effect.

akrwdE

2.7 Set Microsoft Access Macro Security to Low to Disable “Sandbox mode”

2.7.1 Access 2003

If you are using version 2003 of Microsoft Access, then you will need to set the Macro Security level to “Low” as follows.
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WARNING!: If you do not follow the instructions below, then several features of the Family Legal Assistant (FLA) database
will not work and the reports will contain the word “Error” and you may get the following error message when starting up
Family Legal Assistant (FLA):

Figure 2-3: Error message if Microsoft Access 2003 Macro Security Level not set to ""Low""

Microsoft Office Access

1_., Security Warning: Unsafe expressions are not blocked.
[

Do wiou wank to block unsafe expressions?

Lyes ] [mo | [ tep

1. Open Microsoft Access by clicking on its icon in the Start-> Programs menu. Microsoft Access should start up.
2. Select Tools->Macro->Security. The following dialog box will appear.

Figure 2-4: Microsoft Access Macro Security Level Setting

- =, |

Security

Security Level | Trusted Publishers

) High. Only signed macros from trusted sources will be allowed to
run. nsigned macros are automatically disabled.

") Medium. You can choose whether or nok ko run potentially unsafe
macros,

{(®)iLow (ot recommended). ¥ou are not prokected From potentially
unsafe macros, se this setting only if vou have virus scanning
software installed, or vou have checked the safety of all documents
wou OpErn,

()4 l [ Cancel

3. Click on the “Low” setting.
4. Click the “OK” button.
5. Close Microsoft Access by clicking on the “X” in the upper right corner or selecting File->Exit.

2.7.2 Access 2007

If you are using version 2007 or later of Microsoft Access, then you will need to set the Macro Security level to “Low” as follows.
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WARNING!: If you do not follow the instructions below, then several features of the Family Legal Assistant (FLA) database
will not work and the reports will contain the word “Error” and you may get the following error message when starting up Family
Legal Assistant (FLA):

Figure 2-5: Error message if Microsoft Access 2007 Macro Security Level not set to ""Low"

" @ Security Warning Certain content in the database has been disabled Options..,

1. If you get the above warning, you can click on the Options Button and you will get the following:

Microsoft Office Security Options

@ Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
File Path: D:\Main\Database\MFDecoder \MFDecoder-Pro2003.mdb

@ Help protect me from unknown content {recommended)

() Enable this content

Open the Trust Center POk i ( Cancel

2. Click on “Enable this content” in the above dialog box and click “OK”.

Open Microsoft Access by clicking on its icon in the Start-> Programs menu. Microsoft Access should start up.
Click the “Office Button”, which is the large circle in the upper left corner of the application

A dialog box will open. Click the “Access Options” button in the lower right corner.

The following dialog box will appear.

akrwR

Figure 2-6: Microsoft Access 2007 Macro Security Level Setting
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E i i & Change the most popular options in Access.

Current Database

Datasheet Top options for working with Access

Object Designers Always use ClearType

Proofing ScreenTip style: 1 Show feature descriptions in ScreenTips E]

Show shortcut keys in ScreenTips

Color scheme: Blue E

Creating databases

Advanced

Customize

Add-ins

Trust Center Default file format: ] Access 2002 - 2003 B

Default
Resources database |C:\Users\Limited User\Documents\ | Browse... |
folder

New database sort order: | General

Personalize your copy of Microsoft Office

User name: !hLiTnited User

nitials: ;LU

I
[ Language Settings... ]

6. Click on “Trust Center” on the left menu. The following dialog box will appear:
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Popular

@ Help keep your documents safe and your computer secure and heaiéﬁy;

Current Database
Datasheet Protecting your privacy

Object Designers Microsoft cares about your privacy. For more information about how Microsoft Office Access helps to
protect your privacy, please see the privacy statements.

Proofin
9 Show the Microsoft Office Access privacy statement

Advanced Microsoft Office Online privacy statement
Customer Experience Improvement Program

Customize

Add-ins Security & more

Learn more about protecting your privacy and security from Microsoft Office Online.

Microsoft Windows Security Center

Resources
Microsoft Trustworthy Computing

Microsoft Office Access Trust Center

The Trust Center contains security and privacy settings. These settings
help keep your computer secure, We recommend that you do not change [ Trust Center Settings... ]
these settings. — -

OK ] [ Cancel ]

7. Click on “Trust Center Settings” button on the right. The following dialog box will appear:
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Trust Center

0 " x
P

L

Trusted Publishers
Trusted Locations
Add-ins

Macro Settings

Privacy Options

Message Bar Settings for all Office Applications

Showing the Message Bar

@ Show the Message Bar in all applications when content has been blocked

(") Never show information about blocked content

Enable Trust Center logging

8. Click on “Macro Settings” on the left. The following dialog box will appear:
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F Sazaz L N —’;,'

Trusted Publishers

Trusted Locations

Add-ins

[“Ma‘cro Settings ]

Message Bar

Privacy Options

Macro Settings

For macros in documents not in a trusted location:
@ iDisable all macros without notification:

(") Disable all macros with notification
(") Disable all macros except digitally signed macros

") Enable all macros (not recommended; potentially dangerous code can run)

9. Click on “Enable all macros” on the right and then click “OK” in the lower right corner.

10. Click the “OK” button.

11. Exit the Microsoft Access application by clicking on the “X” in the upper right corner.

2.8 Uninstalling Acrobat 7.0 and later Access Toolbars

OK

][ Cancel ]

Adobe Acrobat 7.0 Standard and Professional and later by default will install a Microsoft Access PDF Maker menu item that
interferes with the correct functioning of Family Legal Assistant (FLA). If you are running Adobe Acrobat 7.0 Standard or
Professional or later on the same computer as you will be running any version of Family Legal Assistant (FLA), you will therefore
need to do the additional installation steps documented in this section.

Symptoms of the compatibility problem:

When you try to start Family Legal Assistant (FLA), you will get an error message saying that you don’t have exclusive database

access. You will have to hit “Esc” key several times to get past this error dialog box.
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MF Decoder |

\?/I You do not have exclusive access to the database at this time, IF vou proceed to make changes, you may not be able ko save them later,

Show Help == |

2 Resolution to the problem:

3 1. Login to your computer as “Administrator” with full rights.
4 2. Select “START->CONTROL PANEL -> ADD OR REMOVE PROGRAMS”.
5 3. Select “Adobe Acrobat” in the program list.

£ Add or Remove Programs =10l x|
Currently installed programs: [T Show updates Sort by IName vl

i 15t Pricing Size  9.06ME A
@ 30 Extreme Text Size 0.91MB

E] ABEYY FineReader 5.0 Sprink Size 25.66ME __|
:D Acronis Disk Director Suike Size 35.13MB

g Acronis True Image Size  37.99MB

B2 adobe Acrobat 7.0.8 Professional

ok information.

To change this pragram or r k computer,

4 adobe Creative Suite 2 Size 4,5831.00MB
ﬁl Adobe Flash Player 9 Activer

S8 adabe Prermiere Elements 2.0 Size: 2,805, 00ME
&) Adobe SYG Wiswer 3.0 Size  4.31MB
&£, Advanced Font Manager Size  4.29MB

i3 ASCOM Platform 4.1

Eil ATI - Software Uninstall Utiliey Size 0.11ME
A ATI Contral Panel Size 15.68MB
Eill ATI Decoder

=1

7 4. Inthe “Adobe Acrobat X.X” entry, click the “Change/Remove” button

Change/Remove

8 Sira 4 A1 NOMMRE

9 5. An Acrobat Setup Dialog box will appear. Click “Next>"
10 6. Click the “Modify” option and then click “Next>"
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i Adobe Acrobat 7.0.8 Professional - Setup |

Program Maintenance

Maodify, repair or remove the program.

i+ modify

Change which program Features are installed. This

opkion displays the Custom Selection dialog in which
wou can change the way features are installed,

8 Repair

Fixes missing or corrupk files, shortcuts, and regiskrsy

ﬁ Repair inskallation errars in the program, This option
enkries.

8 Remove
; Remove Adobe Acrobat 7.0.8 Professional From ywour
compuker,
ImstallShield
< Back Cancel |
7. The Acrobat Setup Dialog below will appear:
L A i
jiz Adobe Acrobat 7.0.8 Professional - Setup x|

Custom Setup

Select the optional program Features wou want installed. Certain Core program Features will be
installed by default,

Click on an icon in the list below to change how a Feature is installed,

............................... - Feature Description

== =| Create Adobe POF
(=== | Acrobat POFMaker

Cptional plug-ins and support files For
wiewing Adobe PDF Files,

: Micrasaft Cffic

Microsoft Okl
Microsoft YWisio This Feature requires OKE on your hard drive

. Micrasoft Proje and the subfeatures require OKE on your hard

: AutoDesk Auke iz,

4| { »
Install bo:
Installshield

Help | < Back. Mexk = Cance|

8. Locate the entry in the tree above entitled “Create Adobe PDF -> Acrobat PDFMaker -> Microsoft Access” and change it
so that it displays an “X” and is de-installed.
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i Adobe Acrobat 7.0.8 Professional - Setup x|

Custom Setup

Select the optional program features wou wank installed, Certain Core program Features will be
installed by default,

Click on an icon in the list below to change how a Feature is installed.

Microsoft Yisio :I = Feature Descripbion

E Micrasoft Project Optional plug-ins and suppart files For

E AuboDesk AuboCa viewing Adobe PDF files,

-~ =l = | Microsoft Internet

~ =l = | Microsaft Publishe
- % | Microsoft Access

--------- gl Asian Language Suppork

--------- gl adobe Designer 7.0

Kl |

Inskall ko

This Feakure requires OKE on vour hard drive
and the subfeatures require OKE on wour hard
drive,

Installshield

Help | < Back Mext = Cancel

9. Click “Next>" and complete the changes.
10. Reboot your computer. This completely removes the Adobe PDF Maker toolbars on Microsoft Access.

2.9 Installing the Jet 4.0 Service Pack

Starting with Microsoft Office Professional 2003, some versions of Microsoft Access will report the following error when you
try to run the Family Legal Assistant (FLA):

Figure 2-7: Error Message for Access 2003 Running on Windows XP

Microsoft Office Access

Security Warning: Unsafe expressions are not blocked.

To block unsafe expressions, Microsoft Jet 4,0 Service Pack & or later must be installed, To get the latest version of Jet 4.0, go to
! E http:ffwindowsupdate, microsoft, com,

'ti\Database\MFDecoderMFDecoder.mdb' may nok be safe to open if it contains expressions that were inkended ko harm wour computer, Do wou
want ko open this file?

’ Hide Help << ] ’ Open in Help Window
—
Microsoft Jet 4.0 Service Pack 8 or later must be installed o block unsafe expressions without affecting comman 7l
functionality,
The latest Microsoft Jet 4.0 service pack is availsble from Windows Undate,
To block unsafe expressions, see the About Microsoft Jet Expression Service sandbox mode Help topic, which is
available fram the link at the bottom of this topic,
If the service pack is not applied: |

If you get the above error, please install the indicated Jet 4.0 Service Pack in order to get rid of the above message. Below is the
link to that service pack on the Microsoft website, which is for Windows XP only. Other versions for other operating systems
are also available:
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1 |http://www.microsoft.com/downIoads/detaiIs.aspx?FamiIvID:2deddec4-350e-4cd0-a12a-d7f70a153156&displavlanq:en

2 Below is a screenshot of the download screen for the above service pack to show you what it looks like.
3 Figure 2-8: Jet 4.0 Service Pack 8 download page

[ &7 Dwwwtond dotaths Jo1 4.0 Sarvice Pack § (SP8) for Windows X0 RBOZ9558) - Mic osoft Inter wet Explorer
| the Ll Wew Pgwetes  Took twh

iSER]
'

|Qw-© B@G Swn
| |

toortws @ Mede &) 2 a3

g ’ ) o e mricrosolt combdowrioadsidet sl 50 F sl D daddecd - 350e-4000-21 20-d M 7081 S31L S50l i geen

vifo (e

Mizrmssfesam Home

fuarch Microseftcom For

Domnload Center Home

Jet 4,0 Service Pack 8 (SP8) for Windows XP (KB829558)

Download Catogorios
Cames
Directx
Irtornes

Microsoft Jet 4.0 Service Pack 3 (SPA) provedes the latest updates to the Jat 4.0 database sngne with Windows XF

File Name! WOdowsXP - KB829558 «36-ENU axe

Jet 4.0 Service Pack 8

Windows (Securty & (SPR) for Windows XP

wiates)

Updates) - e (xop29550)

Windowi Madia Dawnload Size: 2533 WR English

Dryvers Date Published: 10/15/2003 Cosssinad-]

Offros and Mome a e

Applications Yersion: a5

Hobie Cevices Change language o

Madntosh & Cehes Overview Enghh | )

Plyforme .

5 Microscft Jet 4.0 Sarvice Pack 9 (SP0) provades the latest updates to the Jet 4.0 database sogne with

Server Appfications Windows %P, and 15 discussed in Microsoft Knowledge Base Artcle XBEZISSE, Domnload aow to get

System Mansgement the most current updates for Jet 4.0 After you matal the tem, vou may have to restart your

Took [ * Subsmbe e MEDI and
Thay Curant uith by

Develipment Resources Pat Updety

| Resources ® Howto
Domnlosd Cernter balp : ¢
Related Dowrload Stes Int Banbsation Uadae
Autoenatic Updete Enaxledze Bacs Atsls
Sarvices - = e |

= = —

s 2.10 Turning off the Access 2007 and later ribbon

6  Access 2007 and later by default displays a ribbon at the top of every window. You will NOT need this ribbon to use the Family
7 Legal Assistant (FLA) program and you should turn it off, because it takes up valuable screen space. Below is a picture of this
8 ribbon:

9 Figure 2-9: Access 2007 and later Ribbon

= —
F - (= | Home | Add-ns Acrobat @ - 2 X
# = = = 7 Q] == £ -
¥ . (- :.—” | | ,J =1 |
o G| | Sl o [k il i |
aste - FeaEEa | s= i=|[ab> ecords Size to witc in _
l A || u HE% H _ ’ ‘ — ‘ - ' Fit Form Windows ~ W
Clipboard Font Rich Text Sort & Fi.., Window Find
10 — — — - — =
11 To turn off the Access 2007 and later ribbon, use the “Customize Quick Access Toolbar” option at the top of the screen and
12 select “Minimize the Ribbon” as follows:
13 Figure 2-10: Access 2007 and later “Customize Quick Access Toolbar”
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Customize Quick Access Toolbar ~ B on =
e | New =1 Vi~ @ @ (o) |
_J o | s I% Open l§i 5 Ea’ 'ﬁl

Sizeto  Switch Find

|
W || Fit Form Windows~ |~

o o e

E-a) || Sort & Filte Window
Quick Print
Print Preview
Spelling
e
Redo =
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2.11 Logging Into the Database

To log into the database, click on the program shortcut you created previously. You will then be presented with a login screen:

The default username and password is “liberty” and “liberty” respectively. You can change this yourself after you login.

2.12 Dealing with “references” errors during startup

On some older versions of Microsoft Access, such as 2002, you may get the following error from the database during startup.
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Microsoft Access

Your Microsoft Access database or project contains a missing or broken reference to the file
"ACEDAD.DLL' version 12.0.

/\T

* To ensure that your database or project works properly, wou must fix this reference.
* To learn how bo fix this reference, click Help.

Microsoft Access

The object 'Main’ isn't open.

* The macro wou are running (directly or indirectl) contains a GoToRecord, Repaintobject, or SeleckObject action,
but the Ohject Name argument names an object that is closed,

* The objectname argument for the GoToRecord, RepaintObject, or Selectobject method names an object that is
closed,

IJse one of the Open actions or methods to open the object so that wou can carry out the desired action,

If you receive the above errors or any kind of error that indicates “broken reference”, then you will need to use our Contact Us
page to have us fix the problem remotely. Please ensure that you follow the procedures in section 2.3 earlier to both prepare
your compute for remote support and contact us. We are happy to help.

2.13 Program Registration

2.13.1 Background

Family Legal Assistant (FLA) incorporates copy protection features that require the program to be registered once after initial
installation on each unique computer you intend to run it on. If you move the program to a different computer or a different disk
on the same computer, you will need to re-register the program again.

Program registration is done through the “Contact Us Page” in the menu on our site.

http://sedm.org/about/contact/

WARNING: All program functionality other than the Registration features will be completely disabled unless and until the
program is registered with us on each system you will run it on. An unregistered program will also display the following
warning message when it starts up:

Family Legal Assistant, ver. 1.03
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% Your database registration is invalid. Please re-register the database by
y submitting a request to our Contact Us page with your order number.

Database is locked until you register.

2.13.2 Registration Procedure

Registration is very easy! To register your program after initial installation on a new system, follow the procedure below:

1. Start the Family Legal Assistant (FLA).
2. Click on the “Register” button in the lower right corner. The following screen will open.

Figure 2-11: Registration Screen

i_:E R_ggistration

3. Write down the “System ProfileCode” from the dialog above.

4. Open your web browser and go to the following page:

http://sedm.org

Click on the “Contact Us” link in the About->Contact menu on the opening page at:
6. Submit a request in the following format with all information listed included:

o

Dear SEDM:

Please promptly register my copy of the Family Legal Assistant (FLA) using the following
information:

My Name: John Doe
Order Number: ORD2009061001
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SystemProfileCode: 2404415456
Thanks,
John Doe
7. We will promptly (usually within 24 hours) email you back your registration information as follows:
Dear John Doe,

Thank you for obtaining our Family Legal Assistant (FLA) program. Below is your
registration information:

Registered Owner: John Doe
RegCode: 1202207730

The above RegCode will work on your computer as long as you own the computer. You will
need to re-register the program every time you try to run it on a different computer.

WARNING: If you move the program to a different computer after you register it and try to
run it without re-registering it again, it won 't operate.

Blessings,
SEDM
8. Start Family Legal Assistant (FLA) from the program shortcut you setup earlier on your desktop or Start Bar.

9. Click on the “Register” button in the lower right corner of the opening screen of the program. The following screen will
display.

Figure 2-12: Registration Screen

I=5] Registration e
2] Registratiol

D s

2404415456 |

10. Enter the RegisteredOwner information from the registration email into the “RegisteredOwner” field of the form above.
11. Enter the RegCode information from the registration email you received into the “RegCode” field of the form above.
12. Click on the “Register” button of the Registration dialog box.

13. If your registration is successful, you will see the following dialog box. When you click on “OK” in the box
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Figure 2-13: Registration Successful Confirmation Dialog Box

_ S
ER—
CONGRATULATIONS [

Your registration was successful. Press OK to continue.

13.1. The dialog will close and then

13.2. The Registration form will close and then

13.3. You will then be returned to the Family Legal Assistant (FLA) Main screen.

13.4. The “Database Status” field on the Family Legal Assistant (FLA) Main Screen will change from “Locked” to
“Operational”.

14. 1f you made an error in entering the registration information, you will see the following error message.

Figure 2-14: Registration Failure Dialog Box

INVALID REGISTRATION [t o]

Invalid registration code. Database is locked. Please re-register the database by
submitting a request to our Contact Us page with your order number. Database is
locked until you register.
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2.14 Importing data from older versions of the program

Starting with version 1.01 of the Family Legal Assistant (FLA), the capability is provided on the opening screen to import all
data you entered from a previous version of the program. This function is provided for use by those who make frequent use of
the program but also like to update their program to the latest version frequently without having to reenter their data every time
they upgrade the program.

The import function is provided using the “Import Old Data” button on the opening screen. After you push this button, a dialog
box will appear as follows:

Figure 2-15: Import Data From Old Database dialog box

'IMPORT DATA FROM OLD DATABAS_EE

| Please specify the path to the old data file: i

File name: |

f Import I Cancel |

WARNING!: |

The import function WILL NOT work unless you
login to the database as username "decoder”

with a blank password by dlicking on the

shortcut icon created in the Family Legal

Assistant User Manual in section 2.2.4!

— — =

In the “File name” field, fill in the path to the old MF Decoder program file and press the “Import” button. Then you will see
the following dialog box:

Figure 2-16: Import Option Selection dialog box

IMPORT OPTION SELECTION

Do you want to delete current data before import?

| | cancel

This screen governs whether you want to delete the data currently in your MF Decoder database. Select “Yes” or “No”. Click
“Cancel” to abort the import. The MF Decoder then does the rest of the work for you.

We emphasize that not all data is imported from your old database. The table starting on the next page lists tables that are and
are not imported:#
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Table 2-2: Data which the program imports from old versions

# Table name Import? (Y/N) Applicable forms(s) Notes
1 Acronyms N Acronyms This information is updated by us with each
new version.

2 Case managers Y Case managers

3 Court cases Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.1 Court case charges Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.2 Court case checklists Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.3 Court case children Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

34 Court case documents Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

35 Court case evidence Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.6 Court case journal Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.7 Court case property Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.8 Court case tasks Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.9 Court case trials Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

3.10 Court case visitations Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

311 Court case witnesses Y Court cases, Court cases (all), Clients-simple, Clients-
intermediate, Clients-all

4 Courts Y Courts

4.1 Court departments Y Courts

4.2 Court clerks Y Courts

4.3 Court judges Y Courts

4.4 Court mediators Y Courts

5 Database changes N Database changes

6 Database transactions N Database transactions

7 Firm information N Firm information

8 Forms N Forms

9 Glossary N Glossary

10 Groups Y Groups

Family Legal Assistant, ver. 1.03
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11 Group assignments Y Group assignments

12 Group permissions Y Group permissions

13 Internet yellow pages N Internet yellow pages

14 Jurisdictions N Jurisdictions This information is updated by us with each
new version.

141 Jurisdiction authorities N Jurisdictions This information is updated by us with each
new version.

14.2 Jurisdiction courts N Jurisdictions This information is updated by us with each
new version.

14.3 Jurisdiction points of contact | N Jurisdictions This information is updated by us with each
new version.

14.4 Jurisdiction reporters N Jurisdictions This information is updated by us with each
new version.

145 Jurisdiction tax notices N Jurisdictions This information is updated by us with each
new version.

15 Law information N Law information

16 Lawyers Y Lawyers

16.1 Lawyer fee schedule Y Lawyers

17 Ministry resources N Ministry resources This information is updated by us with each
new version.

17.1 Ministry resource feedback N Ministry resources This information is updated by us with each
new version.

17.2 Ministry resource revision N Ministry resources This information is updated by us with each

history new version.

18 Personnel Y Personnel

18.1 Personnel children Y Personnel

19 Points of contact Y Points of contact

19.1 Points of contact phone Y Points of contact

numbers

20 Quotations N Quotations This information is updated by us with each
new version.

21 Software releases N Software releases This information is updated by us with each
new version.

211 Software release changes N Software releases This information is updated by us with each
new version.

21.2 Software release users N Software releases This information is updated by us with each
new version.

22 User accounts Y User accounts
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3 PROGRAM BASICS

3.1 The Main User Screen

The opening screen of the program provides a means to open any of the other screens in the program. This form appears
immediately after the user logs in. The Caseload Summary screen also opens at the same time.

This screen provides a switchboard used to open various screens within the program. Simply click once on the form you want
to open and click the “Select” button or alternatively double-click the screen you want to open.

Figure 3-1: Opening screen

(= Family Legal Assistant (FLA) - [Main] o S
“2] File Edit View Records Tools Window Actions Help Type a question for help - @ X
Family Legal Assistant (FLA)

Copyright 1339-2009, Sovereignty Education and Defense kMinistry [SEDR]
Current user: |.-'1‘-.tt|:|rne_l,l Izer DBEMode: |.-'1‘-.|:Ivan|:eu:|
LCategory: | CatMame
Adrniniztration
Caze management
: D atabase adrinistration
Law and Form information
Research
— Command
Object: | ObjMame b awDfPermizzion ObjType
Access log 4-Delete Farm Select
[Databaze changes 4-Delete Form
Database maintenance 4-Delete Formn Exit
Databaze tranzactions 4-Delete Farm =
Eroup assignments 4-Delete Farm
GEroup permiszions 4-Delete Form View POC
Groups 4-Delete Farm -
Liztbow ophions 4-Delete Form
Fieplu:at!cun ranagerment 4-Delete Farm Caseload
Suggestions 4-Delete Form Summa
|lzer accounts 4-Delete Farm — =
Import
Old Data
|P.rugram Registration Inﬁ).rm.atkm:|
Registered To: |SEDI'~'1 Database Status: |Operational Register
Form View Mum Lock | &

The Object list contains two columns. The left column, called the “Name” lists all of the screens in the database. The right
column lists what your permissions are within that screen. There are four levels of permission, and higher numbered permission
levels imply the permissions of all lower numbered levels. The permission levels are:

1. 0-Read: Allows you to look existing records. You cannot delete or change existing records or add new records.
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2.
3.
4,

1-Add: Allows you to add new records, view any record, but not change or delete existing records.
2-Modify: Allows you to add new records, modify existing records, but not delete existing records.
3-Delete: Allows you to modify or delete any existing records, or to add new records.

To open up a form within the program, do one of the following to actions:

1.
2.

Click once on the form name that you want in the Form List and then click the Select button.
Double-click on the form name you want in the Form List.

If you want to exit the program, then click on the Exit button.

Below is a description of the various fields and buttons on the Main Screen:

1.
2.

3.

o No O

Current User: The currently logged in User.

DBMode: Mode that database is in, which includes Advanced, Intermediate, or Simple. This mode is set on a per user

basis from within the Personnel or Personnel (all) screens.

Category: The category of work the user wishes to perform. This includes:

3.1. Administration

3.2. Case management

3.3. Database Administration

3.4. Law and form information

3.5. Research

Object: The screen within the selected category. To open a specific screen either click an item once and then push the

“Select” button or simply double-click the item.

Select button: Opens the form selected in the Object listbox.

Exit button: Exits the FLA program.

View POC: View the Points of Contact Screen.

Caseload Summary: Opens the Caseload Summary form and populates it with all cases assigned to the currently logged in

user.

Program Registration Info: Data about the current program registration.

9.1. Regqistered To: Current registered owner.

9.2. Database Status: Status of database. Two options are possible
9.2.1. Operational: Database is properly registered on the machine it is being run on and will be fully operational.
9.2.2. Locked: Database is not registered on the machine it is being run on and will be inoperative.

3.2 Understanding the meaning of fields on forms

Each form in the database includes a status bar in the lower left corner. Whenever you move your cursor to a field , you can look
in the lower left corner at the status bar for an explanation of what the field means. Below is a screenshot from the “Firm
Information” form that shows the cursor on the “FirmName” field and an arrow pointing the status bar explanation of that field:

Figure 3-2: Firm Information screen
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R
T—— *

ohn dos@pohndoe.com
. §
BD22043E-D434-1102-8406-001 040803487 | |

3.3 Database modes (DBMode)

The Database Mode determines what level of screens the user of the database sees when logged in. The purpose of the setting is
to simplify the display in the Object list on the Main Screen so that less advanced users are not confused by information they do
not need to use or update.

The mode that each user sees is determined by the settings for each user found in the Personnel screen. Below is the section of
that screen that sets the mode:

Figure 3-3: Personnel screen settings for DBMode parameter

N

Here is a tabular summary of the effect of this setting:

# | Mode Screens that display in the object window
1 | Simple Clients-simple
Court cases
2 Intermediate Clients-intermediate
Court cases
3 | Advanced Clients-adv
Court cases-advanced
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The Main screen displays which mode the logged in user is set for as follows:

Figure 3-4: Database Mode setting on Main Screen

i]
DBEMode: |.-'-‘-.u:|van-:eu:|

3.4 Security mode

The Security Mode is displayed at the top of the following screens of FLA:

Clients-simple
Clients-simple (all)
Clients-intermediate
Clients-intermediate (all)
Clients-adv

Clients-adv (all)

o~ E

Security mode has two possible values:

1. Manager.
2. Non-manager.

The Security Mode setting determines who the manager is for a specific client or court case record is on the Clients and Court
Cases screens indicated above. Those who are managers of a specific client or case record may view or change the record. The
purpose of this feature is to protect the attorney-client privilege so that client information is not disclosed to or changed by other

attorneys or paralegals who may also be sharing the database.

Managers for specific cases are assigned from the Case Managers screen of FLA.

Figure 3-5: Case managers screen

Family Legal Assistant, ver. 1.03
Copyright Sovereignty Education and Defense Ministry (SEDM)

http://sedm.org/


http://sedm.org/

10
11
12
13

Chapter 3: Program Basics 3-5

(22 Family Legal Assistant (8
=2] File Edit View Records Tools Window Actions Help Type a question for help v o
.;;4 3121 Y AV W= s ) s’ "4l ClientLname - | D

WALFNING Databaze adminmirafor sccess onfed

{DA42C25F 3-8BF 3-41C5-B5E 9-9705C6640533}

2| CaseMgilD:

DateStart: [2012/01/155un | DateFinish: |
Notes:

Record: 4 1of1 Search

| Record: 4« 1of1 G ‘ Search

Last name of client Num Lock | . ‘

J
7

Each case can have one or more Managers. Those who are NOT managers assigned to a specific client or case may NOT view
or change the corresponding record. Cases are typically assigned by the practice owner of the law firm or by the Paralegal in
charge of case leveling among attorneys.

3.5 Printing reports

Most forms include the ability to print what is on the screen that looks like this: &
However, only the following screens include a button in the upper right corner that allows you to print a preformatted and
attractive and complete report:

Personnel (all)

POC mailing management
Quotations

Client mailing management (all)
Clients-adv

agrwbdE
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Clients-adv (all)
Clients-intermediate
Clients-intermediate (all)
9. Clients-simple

10. Clients-simple (all)

11. Court cases

12. Court cases (all)

13. Court cases-advanced
14. Jurisdictions

15. Ministry resources

o N

When you click the Print Report button, the following screen comes up:

Figure 3-6: Printing reports screen

PRINT REFPORT

Report name: |IMF decoder report

— SELELT REFORT TYFE|——
" RTF File

" HIML File
= H

File name: |

Frint | Cancel

NOTE: Prints on PEFALYE T printer.

In all cases, whenever you try to print, the Default Printer will be the destination for your print job. If you want to select a
different printer, then you will need to:

1. Select Start->Settings->Printers
2. Right click on the printer you want to make the default printer.
3. On the popup menu, select Set As Default Printer.

Any one of the reports printed by the Family Legal Assistant (FLA), use the above screen. You may find that there are occasions,
where the report you wish to print contains places for information that you were not able to enter before the report printed. In
such as case, the Print Report Dialog above offers an option for printing the report as an “RTF File”. This option allows you to
save the report you are printing to an editable word processing file that you can open with Microsoft Word and further edit or
embellish. To save a report you are printing as an editable word processing file instead of printing it on the printer, follow the
procedure below:

1. Inthe “SELECT REPORT TYPE:” radio buttons, click on the “RTF File” option.

2. Inthe “File name” field, enter the full path to the file and the full file name extension. For instance, if you are saving a Case
Status Report to the “Temp” directory on the “C:” drive and you are printing the report on January 1, 2007, the following
syntax would be used in the “File name” field:

C:\Temp\CaseStatus-20070101.r¢™

“20070101” is a hierarchical date format representing January 1, 2007.

3. Next, start up on your Microsoft Word program and open the RTF file you saved in the above directory. Then you can
directly edit the report before you print it. Microsoft Word is the ONLY program that can directly edit RTF files produced
by the Family Legal Assistant (FLA). If you are using another word processing program, you will need to import and convert
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the file before you can edit it. Most word processing programs allow you to convert RTF files into their own proprietary

format so you can edit or use them.

The above procedure is also mentioned on our website in the Support Page under section 4.1, question #8.

3.6 Deleting records

In order to delete records, all you have to do is select the record by clicking on the record selector on the left side of the screen
and then hit the “Delete” key. For instance, if you want to delete an entire Client and all associated records and information on

the “Clients-adv (all)” form, then click on the record selector pointed to in the picture below and push the “Delete” key:

Figure 3-7: Clients-Advanced Form, deleting records procedure

r e

Record: W 1of1 L

‘&K Unfiltered

Search

—_S = . X o=
o n
[ (’: Home Add-Ins Acrobat X
Clients-adv (all Security:  [Non manage: View This as =
( ) Reports Court Case M
ClientLname: |Doe ClientFname: [John ClientMname:
ChentNum: ClientSSN: CaselD: |{FBSCEQBE-SC2C-4CH]
ClientDOB: CaseStatus: [Open |w CaseType: |
ClientWorkPhone: ClientHomePhone: ClhientPaiRole: |Unknown
ClientCellPhone: lClieanagethone: ClientRole: |Unknown
ClientEmaitAddr: ClientProPer: [~
Checklist| Notes ]Cienl ICaseiio[Opthy[MhCotm]CustEval]Uﬁenil Tmslaocl]Doumeds]and Gl
AppkesBlank o [Rcvd fm Fied Served Sesved A
Chent: Chent: w/Court: by 3
Summ and Pet: [ RECDO I |
0 TN OO =
SEI
5 =|
|
O FCSDate: | |
O
0
0 SettimtProp: | | SettmtNeg: |
]
O
= N
[0 TraBrielCompiDate: | | TrialDate: | |
r1 | | X 1=
" |

Lk. Form View

3.7 Multiuser features

The Family Legal Assistant (FLA) database is designed to be located on a share drive and simultaneously accessed by multiple
users. Record locking is implemented automatically by the database for those database records that are being updated or edited.
Users wishing to see the record updates of others displayed on their screen must re-query the form they are viewing by pressing

the F9 key.

3.8 Navigating records

Num Lock
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In order to be able to find the record that you want to update, you must be able to navigate database records. Navigating records
is done using either the keyboard or the Record Navigation Pane. The Record Navigation panes are normally at the bottom of
each database form. Below is a sample Record Navigation Pane:

Figure 3-8: Navigation pane

Record: I4|<|| 1 »Ibll*t‘lofl

The Record Navigation Pane shown above describes two things: 1. The left “1” indicates that record number 1 is displayed. The
right “1” shows how many total records are available for viewing. You can enter a record number into the white box containing
the left “1” (called the record number) and hit enter in order to take the database to the specific record number that you want to
view. The number you enter cannot be greater than the value in the numeric value to the right, because you can’t go beyond the
end of the list. There are also two buttons on the left of the record number and three buttons on the right of the record number.
In the left group of two buttons, the left button takes you to the first record in the sequence while the right button takes you to
the previous record. In the three buttons to the right of the record number, the left button takes you to the previous record, the
middle button takes you to the last record and the rightmost button blanks out the screen and puts the form into data entry mode
SO you can enter a new record.

On the Clients-adv (all) screen, for instance, there are two levels of record navigation and each level has its own Record
Navigation Pane. These levels are as follows:

1. Client records
2. Subform records on each of the tabs under the Client displayed.

Below is a screenshot of the Clients-adv (all) form showing the three Record Navigation Panes and what each is used for:

Figure 3-9: Navigating records on the Clients-adv (all) screen
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’E_;]:,:I\ ; = Family Legal Assistant (FLA) ‘ @El-g—hj
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ClientLname: |Doe ClientFname: [John ClientMname:
[ 2 ClientMum: ClientS5MN: CaselD: [{FS5CENBE-GC2C-4CA0
ClhentD0OB: CaszeStatus: |Open - Cazelype: -
Clientw ork Phone: ClientH omePhone: ClientParBole: |Urnknown -
ChentCellPhone: ClhentPagerPhone: ChentRole: [Unknown —
ClientE mailfddr: ClientProPer: [~
Checklist| Wotes | Client | Cageinfo | Opp Pty | Min. Couns | Cust, Ewal | Children | Trust acct | Decuments | Joumal | 4] ®
Appliez?|Blank to Rcwd fr Filed Served: Served -
Clignt; Clignt; ot by o
Summ and Pet: [ 1
osc: [ T
OSCResp: [
PrelimDOD: [] =
Inc & Exp Decl: [
SofdandD: [
FC5FPrepDate: [] FC5Date: | |
ApStpAndwaiy: [
ReqToEntDef: [
Settlement: [ SettimtProp: | | SettmtMeq: |
M5A: [
FinalDOD: [
MSCDate: []
TrialDate: [ TnalBriefComplD ate: TrialD ate:
Judoment- [ | | | |1 B
4| il | »
hd

Record: M 4 1 of1 b Mk [ Unfiltered | [Search 4| M | 3
I Client number (if not a case yet) Mum Lock | Lt
E_ 3 A

Each form has two modes: 1. Data Entry Mode; 2. Read Only Mode. The normal mode is Read Only mode. You can put a
record into Data Entry Mode by simply clicking on a field and attempting to edit it. Then you will see the record selector on the
left change and show a pencil icon, meaning that the form is in read only mode.

The keyboard also allows for the same kind of record navigation as the Record Navigation Panes. The thing you must remember
is that you can’t use the keyboard to navigate within a form until you first put the cursor on a field that is part of the record that
you want to navigate within. For instance, on the Clients-adv (all) form, if you want to navigate the transaction records, then
you must first click on a transaction record field and see the cursor blinking on that field. Then you can use the following keys
to navigate within transaction records.

Table 3-1: Record Navigation Keyboard Shortcuts

Key Purpose Mode

Ctrl-Home/Ctrl-End Move to first/last record within the form or subform that is | Data Entry Mode
selected

Ctrl-PgUp or Move to previous/next record within the form or subform Data Entry Mode

Ctrl-PgDown that is selected
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Key Purpose Mode

PgUp/PgDown Move to previous/next record within the form or subform Read Only Mode
that is selected

3.9 Function keys and Keyboard Shortcuts

All forms in the database use the exactly the same functions keys. Below is a list of the more common function keys:

Table 3-2: Keyboard Shortcuts

Key Purpose

Ctrl-F Put cursor on a field you want to search and use this function key to search the field for a value.
Ctrl-F6 Toggle to a different open window

Ctrl-F4 Close the currently active form or window

Alt-F4 Exit the application

Ctrl-Home/Ctrl-End Move to first/last record within the form or subform that is selected when in Data Entry Mode
Ctrl-PgUp/Ctrl- Move to previous/next record when in Data Entry Mode

PgDown

PgUp/PgDown Move to previous/next record when in Read Only (not Data Entry) Mode

Shift-F2 Zoom in on a long or large text field and view the whole thing in a new window

3.10 Data entry, generally

Data for a new record is always entered in a blank form. You will know the form is blank because the ID field will say
“(AutoNumber)”.

When you fill in a form full of information on the database, then you need to “commit” the data to the database, which means
the contents of the record must be entered into the database. If you never save the data you entered, then it will be lost when you
either exit the form or the database. This problem may also happen if you failed to complete all of the installation steps found in
sections 2.2 through 2.7.2.

Whenever you are entering data on a form, the form goes into “edit mode”. You will know it is in edit mode because if the form
has a record selector on the left side, the selector will change from a triangle to a little pencil. The appearance of the pencil on
the left indicates that you have new data on the form that needs to be saved in the database. To save data in the database, do the
following:

1. Click your mouse cursor on any one of the fields in the record that you want to save.
2. Do one of the following two things:
2.1. Hit the “Next Record” button in the lower left corner for that record and then hit the “Previous Record” button to go
back to the saved record.
2.2. Hit the “Ctrl-PgDn” to move to the next record and then the “Ctrl-PgUp” button to move back to the original saved
record.

If you don’t follow the above steps to save each record that you entered, then you will lose your data. Please don’t call us to
complain about this oversight, because it’s operator error.

If you would like an animated video demonstration of how to use the Family Legal Assistant (FLA), please visit the SEDM
Support Page on our website below:

Family Legal Assistant (FLA) Video Demonstration, Support Page, Section 11.3
http://sedm.org/Support/Support.htm

3.11 Adding new client records

Attorneys and law offices typically handle multiple clients or multiple cases for each client. The Clients screens of the Family
Legal Assistant (FLA) database allow you to keep track of as many clients or cases as you like in as large a law office with as
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many attorneys as you like, and it allows only the attorney working on a specific case to view information about that case in
order to keep client information confidential. As new clients or cases come in, they are typically entered on one of the multiple

Clients screens provided:

Clients-simple
Clients-simple (all)
Clients-intermediate
Clients-intermediate (all)
Clients-adv

Clients-adv (all)

o~ E

The User displayed at the top of the Clients forms indicates which user you are working on at any given time, and you can use
the record navigation pane at the bottom of the form or the search function (Ctrl-F) to find the user that you want to decode for.
Note that you can both enter new users or update date for these users on any of the forms above. To enter new users on in one

of the above forms:

1. By selecting the “Case Management” category on the opening screen.

(= Family Legal Assistant (FLA) - [Main] SRR X
“=] File Edit View Records Tools Window Actions Help Type a question for he -5 X
Family Legal Assistant (FLA)

Copyright 1339-2009, Sovereignty Education and Defense kMinistry [SEDR]

Current uger: |.-'1'-.tt|:|rne_l,l Izer DEMode: |.-’-'-.u:|vanu:eu:|
LCategory: | CatMame

Adrniniztration
‘Caze rmariagement
Databaze administration
Law and form infarmation
Rezearch

— Cammand

Object: | ObjMame b a0 fPermizzion ObjType -
Caze managers 4-Delete Form Select
Cazeload summary 1-Read Farm
Cazeload surmmary [all] 1-Read Form Exit
Cazetype forms 4-Delete Farm =
Client mailing management Fdodify Form
Client mailing management [all] Ftodify Farm View POC
Client surnmmary 4-Delete Form "
Client zurnmany [all] 4-Delete Farm
Clientz-ady 4-Delete Farm
Clientg-ady [all] 4-Delete Farm gif:rlnc:d
Clientz-intermediate 4-Delete Farm — —
Clientz-intermediate [all] 4-Delete Farm
Clients-simple 4-Delete Farmn Import
Clients-sirmple [al] 4-Delete Form Old Data
Conflict checker 4-Delete Farm S
|P.rugram Registration Inﬁ).rm.atkm:|
Registered To: |5EDM Database Status: |Operational Register
Farm View Mum Lock |
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2. In the “Object” list on the Opening Screen open one of the forms listed above by double clicking on it. Below is what
appears when you double click on “Clients-adv”. It shows that it is ready to accept a new client record.

r

'Jt'\"" = Famnily Legal Assistant (FLA] = | 5] |5
“ 2 Home Create External Data Database Tools Add-Ins Acrobat L7l = 4
Clients-adv Securit: |Manager | View This as Court

= Cl
Reports... Case Instead ﬂ
ChentLname: ChentFname: ChientMname:
3 ClientMum: | ClientSSM: CaselD: [[New] |
ChentDOB: CazeStatus: |HErmor - CazeType: -
Chentw ork Phone: ChentHomePhone: ClientParRole: |Unknown =
ChentCellPhone: ChentPagerPhone: ChentRole: |Unknown -
ClientE mail&ddr: ClientProPer:
Checklist| Mates | Client | Caze info | OppPty | Min. Couns | Cust. Eval | Children | Trust acet | Documents | Jownal | Propert 4 | *
1| il 3
Record: M 1ofl H ‘i Unfiltered | Search 4| | M

Client number [if not a case yet]

Mum Lock | |E IR

3. The top area of the above form is for entering the basis client information. Each version of the Client forms listed earlier
contains a different subset or different organization for the client data but they may all be used for entry of new client records.
We know the above form is waiting for a new client record because the “CaselD” field indicates “(New)”, meaning that it is in
data entry mode.

4. Enter the basic client information in the fields at the top of the form, such as lastname (“ClientLname”), firstname
(“ClientFname”), etc.

5. When you are finished entering all the information about the client on the form, you can save the content by doing one of

the following:
51 Navigating off the record using the Navigation Pane at the bottom of the form.
5.2 Double-clicking on the Record Selector on the left side of the screen.

After you have entered the user data, you can search for the user by searching a given field for a value. For instance, click on
the SSN field and then hit “Ctrl-F”. This will bring up the search dialog box and you can type in the name, SSN, etc and search
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for the user. Alternatively, you can use the Navigation Pane at the bottom of the screen to sequence through the users until you
find the one you want.

At this point, you have entered your new user record and located him/her on the form, so you are now ready to begin updating
client records for the user at any time as the case evolves.

3.12 Technical Support

You can post your technical support questions on our Family Legal Assistant (FLA) support forum at the following website.
You must be a member of SEDM in order to use the forums at the address below:

http://sedm.org/forums/

At the above address, see the section entitled “5.2 Family Legal Assistant (FLA) Help”. Please be as specific as you can about
reporting your bug. For instance, please describe all of the following in your post on the above bulletin board or we will either
delete your post or will demand more information:

1. The version number of the Family Legal Assistant (FLA) program you are using.

2. The operating system you are running, such as Windows 98, Windows 2000, Windows XP, Windows Vista, Windows 7,
etc.

3. The database form you were on when the error occurred (e.g. the “Clients-adv” form).

4. The field within the database form that you were on when the error occurred.

5. Exactly what you were doing on the form you identified when the problem occurred. For instance, what key did you push
or what did you click to make the problem happen?

6. The steps we would have to take in order to consistently reproduce the problem so that we can fix it.

7. Whether you paid for the program or STOLE it by illegally copying someone else’s copy in violation of the copyright.

8. Your phone number so we can call you to ask questions about your problem.

We provide all the instructions you need in this manual that comes with the database. Since we are giving you the product at
very low cost to begin with, please avoid asking for free tech support unless you actually paid for the program! We will
specifically ask you if you paid for the program before we will provide support.

Please don’t call us on the phone to ask for technical support. We won't return your phone calls for tech support and will rudely
hang up if you call to ask questions. We are only a staff of one with many other responsibilities, and we don't have time to help
you or to spoon feed people who are too lazy to read either this manual or the online help system! Please respect our privacy
and our right to have a REAL LIFE by not calling for tech support. The support forums should be more than adequate to meet
your needs.

Finally, if you see something about the program that is obviously flawed or incorrect, we definitely want to hear from you because
we want to fix it ASAP.

3.13 Online video tutorials

Online video tutorials are available to help you with specific tasks while using the database. You can view these tutorials for
free at:

SEDM Support Page, Section 11
http://sedm.org/Support/Support.htm

3.14 Feedback and volunteering to help us improve this program

The Family Legal Assistant (FLA) program is a labor of love and a work in progress. We do not claim that it is perfect and we
know that there is much room for improvement. As time permits, we intend to continually improve and enhance it, especially in
the area of illegal technique detection and additional field decodes. We solicit your feedback on how to improve it. In particular,
we solicit the following well-researched feedback from you on how to make it better:
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Additional client information you need to keep track of.
New reports that you need.

Additional security features.

Suggestions on how to improve this manual.

e N

You may post your suggestions for improving the program at:

SEDM Forums, Forum #5.2: Family Legal Assistant (FLA) Software Support
http://sedm.org/forums/index.php?showforum=75
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4 PROGRAM SCREENS

The following subsections describe each major form or screen in the Family Legal Assistant (FLA) database. The use of these
screens is also explained in an online video included on the Family Legal Assistant (FLA) and listed on the opening page of the
CD as “Family Legal Assistant (FLA) Video Tutorial”. The file name is “FLA.wmv”. This video is very helpful in giving you
the basics of how to use the program.

4.1 Login Screen

To log into the database, click on the program shortcut you created previously. You will then be presented with a login screen:

Logon R ==

Name:
liberty

Password:

The default username and password is “liberty” and “liberty” respectively. You can change this yourself after you login.

4.2 Opening screen

The opening screen of the program provides a means to open any of the other screens in the program. This form appears
immediately after the user logs in. The Caseload Summary screen also opens at the same time.

This screen provides a switchboard used to open various screens within the program. Simply click once on the form you want
to open and click the “Select” button or alternatively double-click the screen you want to open.

Figure 4-1: Opening screen

Family Legal Assistant, ver. 1.03
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/


http://sedm.org/

® N o u

10
11

12

13

Chapter 4: Program Screens 4-2

Family Legal Assistant (FLA) - [M

EIE Edit View PRecords Tools Window Actions Help Type a question for help

pitcmey User

CatMame

Adminiztration

Caze management
[atabaze adminiztration
Law and Form information
Reszearch

Qb ame b a0 Permizsion ObjT vpe

Operational

Select form/report to display Mum Lock

The Object list contains two columns. The left column, called the “Name” lists all of the screens in the database. The right
column lists what your permissions are within that screen. There are four levels of permission, and higher numbered permission
levels imply the permissions of all lower numbered levels. The permission levels are:

0-Read: Allows you to look existing records. You cannot delete or change existing records or add new records.
1-Add: Allows you to add new records, view any record, but not change or delete existing records.

2-Modify: Allows you to add new records, modify existing records, but not delete existing records.

3-Delete: Allows you to modify or delete any existing records, or to add new records.

s E

To open up a form within the program, do one of the following to actions:

1. Click once on the form name that you want in the Form List and then click the Select button.
2. Double-click on the form name you want in the Form List.

If you want to exit the program, then click on the Exit button.

Below is a description of the various fields and buttons on the Main Screen:

Family Legal Assistant, ver. 1.03
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=

NGO

Current User: The currently logged in User.

DBMode: Mode that database is in, which includes Advanced, Intermediate, or Simple. This mode is set on a per user

basis from within the Personnel or Personnel (all) screens.

Category: The category of work the user wishes to perform. This includes:

3.1. Administration

3.2. Case management

3.3. Database Administration

3.4. Law and form information

3.5. Research

Object: The screen within the selected category. To open a specific screen either click an item once and then push the

“Select” button or simply double-click the item.

Select button: Opens the form selected in the Object listbox.

Exit button: Exits the FLA program.

View POC: View the Points of Contact Screen.

Caseload Summary: Opens the Caseload Summary form and populates it with all cases assigned to the currently logged in

user.

Program Registration Info: Data about the current program registration.

9.1. Regqistered To: Current registered owner.

9.2. Database Status: Status of database. Two options are possible
9.2.1. Operational: Database is properly registered on the machine it is being run on and will be fully operational.
9.2.2. Locked: Database is not registered on the machine it is being run on and will be inoperative.

4.3 Administration

The Administration Category on the opening screen is where law firm/office and firm personnel are managed by the database
administrator. It is also where mass mailings are produced to clients of the law firm or law firm/office.
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Family Legal Assistant (FLA] - [

EIE Edit View PRecords Tools Window Actions Help Type a question for help

Caze management
[atabaze adminiztration
Law and Form information
Reszearch

Qb ame b aw0 fPermizzion
Firmn information Fdodify
Perzannel [all] 4-Delete
Perzonnel [individual] 4-Delete
POC mailing managerment FModify
[uotations 4-Delete

Operational

43.1 Firm Information

The Firm Information is the place where details about the law firm or law office may be entered into the database. This
information is used for automated form production, mailing label production, and other printed reports that need the firm
information.
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of John Dog
999 wiest & St Suite 9399
R

johin. doel@johndoe. com

Doe | ]
{EDZ2043E-D434-1102-B406-00104ECD 3487}

Cazeload summary [all] ||

— X

@ )= Home  Create  ExternalData  Database Tools  Addns  Acrobat @ - ™ x

e wnws (GOl

4.3.2 Personnel (all)

The Personnel (all) form is where employees and attorneys of the law firm or law office that is using the database are entered
and recorded. This information is used to assign specific cases to specific attorneys and to limit access to client information to

only the attorney assigned to the case.

There are two versions of the Personnel form:

1. The Personnel (all) form displays information about all personnel and is accessible only to the manager of the law firm.

2. The Personnel form displays information about only the currently logged in user and is accessible to all
database.

users of the
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P N - amily Legal Assistant L
i ) Family Leqal & (FLA) [P
| e 1 -
M= 7
— = Home Create External Data Database Tools Add-Ins Acrobat L7 = 4
=
Personnel (all) Print Status Report | =
WA GRING T form For Manaeer vse onfs?
Lname: Ename: Mname: [ ]
SSN: [ | PersonlD: [{CT25C23B-0&7A-1
b | | PERSERAL INFRERATION | FAME ¥ INFERRAA TN I
Title: [HERX :I Spouzelname:
SBMum: SpouzeFname:
Sex: |M - SpouseMname:
Height:
Weight: EHEDREN
DegrHigh: -
| DegrHighTitle: |
BirthPlace:
BirthD ate:
M ationality: El
Citizenzhip: -
BloodType: —
HairColor: -
EyeColor: - L
| ADPEEES INFOFMATION |
AddiStrt:
AddrCity: AddiState: [C4 | AddiZip: |
Phonew ork: PhoneHome: PhoneF ax:
PhoneCell: PhonePager:
{HEEEFE?HHEE I
DBEMode: |.-'3.|:|vanced El
| AN GER SNFORMA FIN f[CORNFDEN TR —— _Iﬂdfﬁfﬂf.{?ﬁf}’ ¥ I
Motes:
Saldonthly: |$0.00
SalHourly: |$100.00
SalOther: |$0.00
I : D ateReport:
SEUES: D ateDepart:
YearsEmployed:
ManageAllClhients: [] —
-
Record: W 1of3 L | Search
Title: Attorney:Paralegal;Secretary: Courie... Mum Lock ||@ a5 | il E|_:;

4.3.3 Personnel (individual)

The Personnel form is where employees and attorneys of the law firm or law office that is using the database are entered and
recorded. This information is used to assign specific cases to specific attorneys and to limit access to client information to only
the attorney assigned to the case.

There are two versions of the Personnel form:

1. The Personnel (all) form displays information about all personnel and is accessible only to the manager of the law firm.
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2. The Personnel form displays information about only the currently logged in user and is accessible to all users of the

database.

-

Al

Famnily Legal Assistant (FLA]

| s e

(Da )

| —
= | Home Create External Data Database Tools Add-Ins Acrobat

(7] M ow

Personnel (individual)
WA ANNG - Formanal informafion sifyect fo e Frvacey Aot of T8

Lname: Ename: Mname: [ |
S5N: |:| PersonlD: [{FOECE1E1-9FE5-1

—| FPERSNAL INFORMATION | FAMI Y INFORMA THIN I

Title: m : | Spouselname:

SBHum: SpouseFname:

Sex: (M = SpouseMname:

[}

Height:

Weight: [0 CHIEDEEN

DegrHigh: —
DegrHighTitle: |
BirthPlace:
BirthD ate:
Mationality: El
Citizenzhip: =
BloodT ype: —
HairColor:
EyeColor: 5

1

| APBRESS INFORMATION |

AddrStrt:

AddrCity: AddrState: AddrZip: |

PhoneCell: PhonePager:

Phonework: PhoneHome: PhoneF ax:

{ ISFR SEFTNGS I
DEMode: |f1'«dvan|:eu:| El

Record: W 1ofl L | Search

Title: Attorney:Paralegal;Secretary:Courie...

4.3.4 POC mailing management

Num Lock |(EITE B il | 5 | a

The POC Mailing Management screen is used to print mailing labels for all entities in the Points of Contact screen for the entire
law firm who have the RecvMail field checked. It is used to conduct targeted mailings to people in the Points of Contact table

for marketing purposes.

Family Legal Assistant, ver. 1.03
Copyright Sovereignty Education and Defense Ministry (SEDM)

http://sedm.org/


http://sedm.org/

Chapter 4: Program Screens 4-8
DJ : = Family Legal Assistant (FLA) = | 5] |t
G =
< [FZ  Home Create External Data Database Tools Add-Ins Acrobat L7 = 4
POC mailing management Select | Unselect | Print =
All All Labels |j|
OrgMame Dept Full ame City State [Phoneoice |Type Recvidail
[ 2 Bradly, Jim Appraizer: Re| [
Ezhelman, David |San Diego Ch Appraizer: Re| [
Gold, Russ San Dieqo CA  [B19-574-1694 |Custody eval| [
Schwarzentraub, {5an Diego Ch Sppraizer: Rel [
Smith, Tim San Diego Ca |615-260-6150 (Law firm [
St. Clair, Jezsica |Santa fna Ca |¥14-730-6130 |Marriage and [
Tag. Randy San Diego Ch Sppraizer: Re| [
Bhacusz Data Systems [Main Offices Haysz. Brian San Diego Ch endor [
ABC Bookstore tain Offices San Dieqo Ch |B15-233-4222 [Vendor [
Alliance Defenze Fund [k ain Ofices Mirery, Tam 888-233-3990 |Organization [
All-State International, [|Main Offices Manufacturer | [
Armencan Acadery of HMain Offices Support groug] [
Armnencan Ailines tain Offices Businesz [~
Armencan Bar AssocatidMain Offices Palitical orgar] [
Armencan [nstitute for FlMain Offices Marrigville MC W endor [
ATET Customer Service B00-222-0300 |Business [
ATET Information B00-874-4000 |Business [
Bank of America Teleservices 200-441-6437 |Business [w
Bank of America Werzatel Services B00-622-0789 |Business [
Bantam Books tain Offices Mew York, My Manufacturer | [ s
Record: W 1of272  F M Search
Organization name Mum Lock |(BEE & il 4|
4.3.5 Quotations

The Quotations form is a place to record quotations you have come across that users think will be valuable in their writing or

pleading preparation later.
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Beheld the turtle. He makes progress conly when he sticks his neck
out .

10/3/1935 RQuotelD: |{C125C7EA-0874

Record: M4 « 10f636  » M b | K Unfiltered | Search
g Num Lock (20 @ & 2

4.4 Case Management

The Case Management item of the Category box on the opening screen provides tools for:

Creating or managing cases.

Assigning case managers.

Load leveling of cases across attorneys.

Case status tracking.

Checking conflicts of interest for new clients.
Tracking courts and court contacts.

Tracking Points of Contact.

Nogk~wpeE

Family Legal Assistant, ver. 1.03
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/


http://sedm.org/

Chapter 4: Program Screens 4-10
[ = Main - Family Legal Assistant (FLA) =RECIN X
s =
< s Home Create External Data Database Tools Add-Ins Acrobat & - B9 X
Family Legal Assistant (FLA)
Copyright 1993-2009, Sovereignty Education and Defense Ministiy [SEDR]
Current user: |.-'-‘~ttu:urne_lrl dzer DEMode: |.l'-‘n.dvanceu:|
LCategory: | CatMame
Administration
i Caze management
Database administration
Law and farm information
Research
— Command
Object: | ObjMame M ax0fPermizzion ObjTvpe -
Case managers 1-Delete Farm
Cazeload summary 1-Read Farm Celect
Cazeload surnmany [all) 1-Read Form —
Cazetype foms 4-Delete Farm
Client mailing management 3-todify Farm .
Client mailing rmanagement [all) I-Modify Form Exit
Client surnmary 4-Delete Farm
Client surnmary [all) 1-Delete Farm .
Clientz-adwy 4-Delete Form ¥Yiew POC
Clierts-ady [all] 1-Delete Farm
Clients-intermediate 1-Delete Farm Caseload
Clientz-intermediate [all] 1-Delete Form - Summary
|P.mgram Registration Inﬁ)rmafﬁm:|
Registered To: |SEDI'~"I Database Status: |Operational Register
Form View MNum Lock (|ESHE B | 4 [

|

44.1 Case managers

The Case Managers screen is used to assign specific cases to specific attorneys or paralegals from the Personnel screen. The top
of the form lists the Client and Case Number and the bottom lists all the attorneys or paralegals from the Personnel screen who

are assigned to work on the case and who have access to the files of the case.

To add a new attorney or paralegal to work on a specific case, simply press the Question Mark on the subform in a blank record,
select the attorney, and fill in the period of time during which that party will be working on the case and thereby have access to

case and client data for that client.
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E 1\ m HH |5 Case managers - Family Legal Assistant (FLA) 7 :
—/ (’: Home Create External Data Database Tools Add-Ins Acrobat @ - @ X

WARNING: Databaze admmztrator access onfe!

{F85CEOBE-IC2C-4C3D-A50C-00089806E 840}

Manager: [Smith, John CaseMarlD: |{2C1BA4B0-B586-4BC5-9434-
DateStart: [2004/03/11 Thu | DateFinish: | FSBF3FOD7674}
MNotes:

Manager: | 2| CaseMgrlD: [[New)
DateStart: (2010/10/27 wed | DateFinish: |
Notes:

Record: |4 1ofl | 2 I 3

| Record; M« 1of1 Mo | K No | Search
! Last name of client Num Lock l l@ =3 0 S ||II

4.4.2 Caseload summary

The Caseload summary screen opens when the user first logs in. The Caseload Summary screen is used by the currently logged
in user to:

1. Look at all Open clients and cases assigned to him at the present time. The current user cannot look at cases assigned to
other Personnel in the law firm or law office.
2. Apportion his time among cases using the Timer and keep track of billable hours on each case.

To track billable hours spent working on a specific case, the attorney simply selects the active case on the Cases tab and then
clicks on the Start button to start the case timer. When he is finished working on the case, he clicks the Stop button, which logs
the total time spent and the total billable hours. Billable hours are then added to the Trust Account tab for that particular client
or case.

The top of the form allows the user to filter the presentation to display cases only based on their CaseStatus, such as all Open
cases, all Closed cases, or all cases in Collections.

The bottom of the form contains a Client tab that allows the current user to select a specific client, and then track time spent
working on that Client’s case. Billing information will be automatically logged and the fee debited to the Client will also post

to the Clients records within the database.

The Cases tab tracks all cases assigned to the attorney by CaseNumber and CourtName instead of by Client.
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The Tasks tab tracks all tasks that must be accomplished for all cases to which the attorney or user presently logged in is assigned.

The Statistics tab tracks the breakdown of the different types of cases that the attorney is working on.

There are two versions of the Caseload Summary screen:

1. ;Ijhe Caseload Summary (all) screen displays information about all Clients and is accessible only to the manager of the law
irm.

2. The Caseload Summary screen displays only Clients assigned to the currently logged in user and is accessible to all users
of the database.

::‘:23;\'1’, ',! = L X [

Create  External Data  DatabaseTools  Adddns  Acrobat

Fname: [John
{40597 B1-0950-11D 25400 -001 04BCD 3487

e

Select client below and click
START START. Orif timer already
$100.00 started, click STOP.

. ClentLhame - | ClientFhame - | ClientNum - | ClientworkPhor - | ClientHomePhat -
Doe John

Record:

Click to start/stop.

443 Caseload summary (all)

The Caseload Summary (all) screen is used by the currently logged in user to:

1. Look at all Open clients and cases being handed by the law firm at the present time. The current user cannot look at cases
assigned to other Personnel in the law firm or law office.
2. Apportion the user’s time among cases using the Timer and keep track of billable hours on each case.

To track billable hours spent working on a specific case, the attorney simply selects the active case on the Cases tab and then
clicks on the Start button to start the case timer. When he is finished working on the case, he clicks the Stop button, which logs
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the total time spent and the total billable hours. Billable hours are then added to the Trust Account tab for that particular client
or case.

The top of the form allows the user to filter the presentation to display cases only based on their CaseStatus, such as all Open
cases, all Closed cases, or all cases in Collections.

The bottom of the form contains a Client tab that allows the current user to select a specific client, and then track time spent
working on that Client’s case. Billing information will be automatically logged and the fee debited to the Client will also post
to the Clients records within the database.

The Cases tab tracks all cases assigned to the attorney by CaseNumber and CourtName instead of by Client.

The Tasks tab tracks all tasks that must be accomplished for all cases to which the attorney or user presently logged in is assigned.

The Statistics tab tracks the breakdown of the different types of cases that the attorney is working on.

o)\ )5 Caseload summary (all) - Family Legal Assistant (FLA) | 5D e
@ Home Create External Data Database Tools Add-Ins Acrobat @) g X

Caseload summary (all) Main l [Display: |
Form

NOTE: This form is READ ONLY. CaseStatus= IUDBH ‘

Lname: [Smith | Fname: |John | Mname: |
PersonlD: [{C125C23B-0874-11D2-9E539-204C4F4F5020}

Clients | Cases | Tasks | Statistics |

~|TIMER:
Client: Select client below and click
Hourly rate:  [$100.00 $/hr : :
NOTE: Click on Client Lname to view details.
Clientthame - | ClientFhame - ClientMurm - | ClientProPer - | ClientWorkPhor - | ClientHomePhai
Record: & ' Search <l >
Record: 4 «10f3 | » M | & =r | Search

Click to start/stop. Num Lock M 2 N Y 8 I

444 Casetype forms

The Casetype Forms lists all forms associated with a specific type of case that have been cataloged on the Legal Forms and
Templates screen. Each type of case only uses a subset of all the forms available through the database.
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1 Touse this screen, search for the Case Type you want to see on the top of the screen, and then look at the forms that are available
2 on the bottom.

EE)

NE RS - Family Legal Assistant (FLA

@ Home Create External Data Database Tools Add-Ins Acrobat @ - B X

This form is used to populate the list of forms that can be printed for the client |
displayed on the Clients-simple, Clients-simple (all), Clients-intermediate, Clients-|
intermediate (all), Clients-adv, Clients-adv (all), Court cases, and Court Cases
(ally forms.

mber _[HoWDocsFomMame: Tocd )

Record: 4 « 1of1 | & No Filter |!Search ‘

Record: 4 « 10of21 | » M ' | i WoFiter | Search 1
Title of this option | Num Lock ||E B 1o d 44 i

+ 445 Client mailing management

s The Client Mailing Management screen is used to print mailing labels for all Clients of the law firm who have the RecvMail field
6  checked. Itis used to conduct targeted mailings to people in the Clients table for marketing purposes.

7 There are two versions of the Client Mailing Management screen:

8 1. The Client Mailing Management (all) screen displays information about all Clients and is accessible only to the manager
9 of the law firm.

10 2. The Client Mailing Management screen displays only Clients assigned to the currently logged in user and is accessible to
1 all users of the database.
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Record: 4 « 1oft |+ M & Mo Filter

EEETET

4.4.6 Client mailing management (all)
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1 The Client Mailing Management (all) screen is used to print mailing labels for all Clients of the law firm who have the RecvMail
2 field checked. It is used to conduct targeted mallmgs to people in the Clients table for marketing purposes

b _’\ - j Y= Family Legal Assistant (FLA) : "‘:""E}"
i = : = ¥
-/ (i: Home Create External Data Database Tools Add-Ins Acrobat @ o X
Client mailing select | Unselect | print [[[{ispla¥: | |
All All Label CaseStat 0
management (all) a o o =]
NOTE: Click on ClientName to open case.
ClientName CaseMum  [ClientRole [CaseType ClientworkPho|ClientHomePh [RecvMail
ne onhe
Unknaown | r
\
'1
Record: 4« 1of1 M| K | Search
Client name Num Lock B (B i | o b

« 447 Client summary

s The Client summary form displays all Clients assigned to only the currently logged in user of the database.

6  The top of the form contains a filter that allows you to filter the form to display cases in the Open, Closed, or Collection states.

7 There are two versions of the Client Summary screen:

s 1. The Client Summary (all) screen displays information about all Clients and is accessible only to the manager of the law
9 firm.

10 2. The Client Summary screen displays only Clients assigned to the currently logged in user and is accessible to all users of
1 the database.
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Record: W < 1of1 | + M I | & WNoFiter | Search

448 Client summary (all)

The Client summary (all) form displays all Clients within the database. This form would typically only be used by the manager
or database manager of the law form or law office on a need to know basis.

The top of the form contains a filter that allows you to filter the form to display cases in the Open, Closed, or Collection states.
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[ e = =
-/ P Home Create External Data Database Tools Add-Ins Acrobat (2 g X
Client summary (all) [Display: | i
CaseStatus=[Opern  [<]
NOTE: Click on ChentName to open case. ‘
ClientName ClientNum  [CaseNum  [ClientRole |CaseType ClientworkPho|ClientHomePh |ClientPagerPh |ClientCellPhon {Opp
i he ohe one 8
Unknown
Record: 4 ¢ 1of1 b & = | Search |4 i | 3
Client name Num Lock ‘ 2 98 A

449 Clients-intermediate

The Clients intermediate screen displays all details about Clients. Main client information appears on the form and details are
displayed on subform tabs at the bottom of the screen. This screen displays only Clients accessible to and assigned to the
currently logged in user.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may not
edit or delete the information for that client.

There are two versions of the Client Intermediate screen:

1. The Clients Intermediate (all) screen displays information about all Clients and is accessible only to the manager of the
law firm.

2. The Client Intermediate screen displays only Clients assigned to the currently logged in user and is accessible to all users
of the database.
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0o d ) - Family Legal Assistant (FLA) | i
J‘f l'f.: Home Create External Data Database Tools Add-Ins Acrobat (7] = 4
- - - S
Clients-intermediate Secuiity: Reports... | Close 3
ClientLname: |([os ClientFname: |Jlohn ClientMname:
[ 3 Datelpened: ___:Jj DateClozed:
ELLENT INFEE-
CazeStatus: [Open — CaseType: — ClientMum: |
ClientS5H: ClientDOB: CaselD: {FR5CEQBE-IC2C-4
ClientDLH: ChentProPer: [ L4
ClientworkPhone: ClientH omePhone: ClientParRole: |Unknown -
ChentCellPhone: ChentPagerPhone: ChentRole: |LUnknown —
ClientE mail&ddr:
ClientAddr:
ChentCity: |Elienl5tale: ChentZip: |
ClientDivorceSoonest: [~ ClientRetainerD ate:
ClientDOM: ClientDDS: ClientbOD: [ ]
ClientHealthlns: ClhentDentallns:
ClientE yeColor: - Chentalazzes: [
ChentH airColor: o ClientHeight:
Chentw eight: ChentR ace: -
ChentE mployer: ChentOccupation:
ChentCounzlname: ChentCounsFname: ChentCounsMname:
ClientCounsWorkPhone: ClientCounzsHomePhone:
ClientCounzCellPhone: ClientCounzPagerPhone: -
Record: M 1of2 M F W& Unfiltered | Search

Date case opened Num Lock |[|E o it | 5| ek

4.4.10 Clients-intermediate (all)

The Clients Intermediate (all) screen displays all details about Clients. Main client information appears on the form and details
are displayed on subform tabs at the bottom of the screen. This screen displays all Clients served by the law firm or law office,
and not just those for the currently logged in user. Hence, access to this form should be limited only to management and database
administrators.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may not
edit or delete the information for that client.
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o)) s Family T eqal Aesrtant {FLA}- [E=TEN
—%‘) [{: Home Create External Data Database Tools Add-Ins Acrobat (7] = 4
- - - FY
Clients-intermediate (all) securiy Reports... Close =
ClientLname: |Doe ClientFname: |John ClientMname:
[ 3 DateDpened: | _:?_] DateClosed:
CazeStatus: |Open - Cazelype: - ClientMum:
Client55N: ClientDOB- CaselD: |{FEBSCEOBE-AC2C
ClientDLM: ClientProPer: [~
Clientw orkPhone: ClientH omePhone: ClientParRole: [Unknown —
ClientCellPhone: ClientPagerPhone: ClientRole: |Unknovn - I
ClientE mailAddr:
| ClientAddr:
ChentCity: ChentState: ChentZip: |
ClientDivorceSoonest: [~ ClientRetainerD ate:
ClientDOM: ClientDDS: ClientDOD: [ ]
ClientHealthins: ClientDentallns:
ChentEyeColor: = ChentGlasses: [
ClientH airColor: - ClientH eight:
Chientw eight: ClientHace: -
ClientE mployer: ClientOccupation:

ChentCounzlname: ChentCounzFname: ChentCounzMname:

ChentCounsWorkPhone: ChentCounzHomePhone:
ChentCounsCellPhone: ChentCounsPagerPhone:
ChentCounsF axPhone:
ClientCounsE mail&ddr: | -

Record: M 1ofl FOH b % Unfiltered | Search |

! Date case opened Mum Lock ||EI AR A
I

4411 Clients-simple

The Clients simple screen displays all details about Clients. Main client information appears on the form and details are displayed
on subform tabs at the bottom of the screen. This screen displays only Clients accessible to and assigned to the currently logged
in user.

There are two versions of the Client Simple form:
1. The Clients Simple (all) form displays information about all Clients and is accessible only to the manager of the law firm.

2. The Client Simple form displays only Clients assigned to the currently logged in user and is accessible to all users of the
database.
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Family Legal Assistant (FLA

Date case opened

4412 Clients simple (all)

The Clients Simple (all) screen displays all details about Clients. Main client information appears on the form and details are
displayed on subform tabs at the bottom of the screen. This screen displays all Clients served by the law firm or law office, and
not just those for the currently logged in user. Hence, access to this form should be limited only to management and database

administrators.
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S - —
- E Home Create External Data Database Tools Add-Ins Acrobat ) = 4
- - _ FY
Clients-simple (all) Security: Repors... — —
ChentLname: |[Dos ChentFname: [John ChentMname:
[ 3 DateOpened: | j D ateClosed:
L AENT IMFET-
CazeStatus: |Open - CazeType: - ClientMum:
Client55N: ClientDOEB: CaselD: |{FE5CEOBE-IC2C-4C90 =
ClientDLM: ClientProPer: [~
Clientw orkPhone: ClientH omePhone:
ClientCellP hone: ClientPagerPhone:
| ChentE mailiddr:
ChentAddr:
ChentCity: | ChentState: ChentZip:
ClientDDM: ChentDO5: ChentDOD:
ChentE mployer: Chent0 ccupation: I
| FBEFESFNG AGENCY |
RefAttyN ame: | RefAgencyM ame: |
RefAddress:
RefCity: RefState: Reffip:
RefPhone: DateThankULtrPrtd:
|£?HUH.FJWE FARTY: |
OppPtyLname: OppPtyFname: OppPtyMname:
OppPryS55H: OppPtyDOB: OppPtyDLN:
DppPiyw orkPhone: OppPtyHomePhone:
Record: M 1ofl FOH b 0 Search
I Date case opened
4.4.13 Conflict checker

The Conflict Checker screen is used by attorneys who are considering accepting new clients. It checks all the Client records at
the firm and ensures that new clients you accept are not married to other existing clients. This can be a serious conflict of interest.
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" _ClientLname -~ | ClientFname ~ | Clienttname - - | ClientNum -

4414 Court cases

The Court Cases screen lists court cases for the currently logged in user only. It does not list court cases of other users or of the
law firm in general.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may not
edit or delete the information for that client.

There are two versions of the Client Intermediate screen:
1. The Court Cases (all) screen displays information about all Cases and is accessible only to the manager of the law firm.

2. The Court Cases screen displays only Cases assigned to the currently logged in user and is accessible to all users of the
database.
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e [

1-Pet filed =

Open [+
T

—
- I MNew) |
I (T
EEE——

ce | Jounal | Tasks | s | >

Record: 4 ¢ 1of1 L TH

4415 Court cases (all)

The Court Cases (all) screen lists all court cases at the law firm for all users of the database, including those not assigned to the
currently logged in user. Because client information is sensitive and privileged, access to this form should be limited to practice
owners and database administrators.

The “Security” field at the top displays whether you are the manager for the client record displayed. If you are not, you may not
edit or delete the information for that client.
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o)) N = Family T eqal Aesrtant {FLA)- E=EFERC
= —
' = Home Create External Data Database Tools Add-Ins Acrobat ) = 4
Counrt cases (all) secuiy:
[ ) v s Reports... | Close
2 CaseNum: CurrState: El
CazeType: = CaseStatus: |Open =
Datedpened: DateClosed:
CourtM ame: | CourtDept:
CourtAddress:
CourtCity: | CourtState: CourtZip:
Judgel name: | JudgeF name: JudgeMname:
ClerkN ame: ClerkPhone: CaselD: [{FESCEOBE-IC2C-4
CalClerkN ame: CalClerkPhone: Datel astUdate: [3/11/2004 11:37.3
| FC5MedN ame: FC5MedPhoneNum:

Checklist| Clignt | Opp. Party | Children | Minar's Counsel | Cust. Eval | Trust acct | Documents | Evidence | Joumnal | Tasks | Trials [4 ) *

Appliez?|Blank o Fizvd fm Filed Semed: Served Fc &
Clignt; Clignt; wdCourt: b Opr—

Summ and Pet:
05C:
O0SCHesp:
PrelimD0OD:

Inc & Exp Decl:
SofAandD:
FC5PrepD ate:
ApStipAndwfaiv:
ReqT oEntDef:
Settlement: SettimtProp: | | SettmtHeq: | b1

L | il | 2

Ll

FCSDate:

Juuuogou

Record: M 1ofl FOH b % Unfiltered | Search

Case number

4416 Court cases-advanced

num Look |[EE @ @ ]

The Court Cases-Advanced screen is an expanded version of the Court Cases screen that provides additional tabs on the bottom
half of the screen for recording information about complicated cases. It lists court cases for the currently logged in user only. It
does not list court cases of other users or of the law firm in general.

Unlike the Court Cases form, this form allows the user to filter cases based on their status, which includes: Open, Closed, and
Collections.
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(g 2 ) - Family Legal Assistant (FLA) = | ] i
Y = =
—" % Home Create External Diata Database Toals Add-Ins Acrobat 7] = ¢
Court cases-advanced [Display: | =R | oy =
Security:  [MNon manager | CaseStatus= |Open (-]
CazeMum: CurrState: El
CazeTlype: CazeStatus: (Open =
D ateOpened: | DateCloged:
CourtM ame: | CourtDept:
CourtAddress:
CourtCity: | CourtState: Courtip:
Judgel name: JudgeFname: JudgeMname:
ClerkM ame: ClerkPhone: CazelD: |{FEECEOBE-IC2C-4
CalClerkN ame: CalClerkPhone: Datel astUdate: |2/11/2004 11:37:3 =
FCSMedM ame: FCSMedPhoneMum:
Checklist | Client | Opp. Party | Children | Minor's Couns | CustEval | Trust acct. | Documents | Evidence | Joumnal | Property | (4]
Applies?|Blank to Fized frm Filed Served: Served -
Clignt: Client: v Court: by &
Summ and Pet: [] e
osc: [
0O5CRezp: [ B
PrelimDOD: [
Inc & Exp Decl: [ =
SoftdandD: [
FC5PrepDate: [ FC5Date: |
ApStipAndwWaiv: [ =
' b
-
Record: M 1ofl L Search
! Case number Mum Lock ||EE & i ||
1 i = A
»  4.4.17 Courts

s The Courts screen tracks courts in which the law firm or law office has cases pending, at the municipal, state, or federal levels.
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Create External Data Database Tools Add-Ins Acrobat

San Diego; CENTRAL COURT

192112-4104 |

619-531-3141 ;

ttp: /A, sandiego. courts.ca. gov/sugrrindex. html

Phone number is business office.

CourtlD: [[ECIBDFIA-DFFC11D26412-00104BCD9487)
Clerks | Departments Mediators

PhoneYoice « | PhoneFax

Record: 4 « 1ofl |+ M+ | ' o Filter | Search

Record: M « 10f5 | » M b [ & loFiter |[Search |
Name of this court | Num Lock |[EE 6B A |

— —

4418 Form filler wizard

The Form Filler Wizard is used to populate or merge forms from the Legal Forms and Templates screen with data from the
Clients screen so as to produce forms useful during litigation.

This functionality as of this writing is immature and not fully integrated with any of the forms on the Legal Forms and Templates
screen.
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arty: |Client

Greetings! Before you can start answering questions and preparing your paperwork, you first
need to enter your CASENUM as issued by the court or "NEW" if this is a new case. After you
have done so, you may choose one of the options appearing in the "Click on an Answer" tab
found below to proceed to the next step. |f this is a new case, the system will automatically
assign a Temporary Case Number beginning in "'T"".

NOTE: If this is a NEW case, you should wiite down and remember the assigned case number
s0 that you can access information about your case in the futgre. Note also that your

A, L 048 Desh LW e Ll aen 1Ne

Click on an &nswer

4419 Form filler wizard step editor

The Form Filler Wizard Step Editor is used to create and edit steps used to create wizards. A Wizard is a sequence of steps that
fills in or print merges a legal form accessible from the Legal Forms and Templates screen.
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\ Ho-o-F ) Formn filler wizard step editor - Family Legal Assistant (FLA) EENTENx

E’ Home Create External Data Database Tools Add-Ins Acrobat @ - =T x

|nformation

Greetings! Before you can start answering questions and preparing your papenyork,, you
first need to enter pour CASEMUR az izsued by the court ar "MEMW" if thiz iz a new
caze, After you have done go, you may choose one of the option: appearing in the
"Click on an Angwer'' tab found below to proceed to the nest step. [F thiz iz a new casze,
thie zuztem will autoratically aszign a Temporary Caze Mumber beaginning in "T"

{EBCE30AR-A0ES-1102-B30 4-001 04BCD 9487}

YaMame - Details

Record: M < 1ofl FoMHF
Record: M ¢ bbb

5Step outline number, in legal format (e.g....

4.4.20 Points of contact

The Points of Contact screen tracks third party points of contact in your area or that are useful in your law practice. These
contacts would be OTHER than attorneys, or family law services and resources.
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DatabaseTools  Adddns  Acrobat

.
Residential real estate appraiser D ate t(Rew: |2/11/2000 5:20:11 Pt
Appraiser: Real property
{98756412-E] Acct

|Voice
#¥ |Voice

Record: 4 « 1ofl | b M b=

|

Record: 4 « 10f272 | » M b | K Unfiltered | Search

45 Database administration

The Database Administration category on the Main Screen is where mainly Database Administrators and Practice Owners
administer and manage the database. Ordinary users do not and should not have access to this screen and may inadvertently and
seriously damage data in the database if they do not know what they are doing.
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Family Legal Assistant (FLA] - [

File Edit View Records Tools Window Actions

pitcmey User

CatMame

Adminiztration

Caze management

i Databaze adrministration
Law and Form information
Reszearch

Qb ame b aw0 fPermizzion
Aocezs log 4-Delete
Databaze changes 4-Delete
Databaze maintenance 4-Delete
Databasze transactions 4-Delete
Group aszignments 4-Delete
Group permissions 4-Delete
Groups 4-Delete
Liztbow ophions 4-Delete
Replication management 4-Delete
Suggestions 4-Delete
|lzer accounts 4-Delete

Operational

451 Access log

The Access Log screen tracks all historical logins and logouts of the database and the duration of the login. This is useful in
determining who is using FLA and when they are using it.
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I-N\EE B ) = Family Leqal Assistant (FLA] e
iﬁ/ E Home Add-Ins Acrobat (7] g X
-
violaons, [ Al %
WA FNING Dafabrase aoimiminalior access ol
Timeln TimeOut
Hotes
B |10/28/2000 10:36:27 PM10/28/2010 10:37:52 P |'I | |Llser, Attorney |{52E!EE.-’-‘-.F;
Marmal logout
10/28/2010 10:36:15 PR[10/28/2010 10:36:18 PM |E| | |Smith,John |{D393ELL‘«E
Marmal logout
104282010 10:35:53 PM[10/28/2010 10:35:57 PM |EI | |Smith,Jnhn |{E|I32'I Fd7:e
Marmal logout
10/28/2010 10:34:58 PM[10/28/2010 10:35:27 PM |'I | |Llser, Attorney |{EB1.-’-‘-.1 hdE
Marmal logout
1042820010 B:54:22 PM (1042842010 B:54:44 PM |EI | |Llser, Attorney |{.-'-‘-.D.-'-‘-.I35EE
Mormal logout
1042820010 6:49:59 P 1042872010 B:50: 26 PM |'I | |Llser, Attorney |{5851 8815
Marmal logout
1042820010 B:34:49 P (1042872010 B:34:57 PM |EI | |Llser, Attorney |{4BE5D9.-‘-‘-.
Marmal logout
1042820010 B:32:57 PM (104282010 B:33:33 PM |'I | |Llser, Attorney |{EEDE?31
Marmal logout
104282010 61406 PM 1042842010 B:23:05 PM |E| | |Llser, Attormey |{EDEISE'I 3
Marmal logout
1042820010 6:09:07 P [10/28/2010 B:13:58 PM |4 | |Smith,Jnhn |{E5EE.-'-‘-.E5

Record: M 1 of 65 B M

Form View Mum Lock

45.2 Database changes

The Database Changes screen keeps track of all design changes to the Family Legal Assistant (FLA) by the creator, which is
SEDM, the version number of the database at the time of the change, and whether the help system and manual were updated to
reflect the change.
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r

O 2 b - Family Legal Assistant (FLA) = | E S
B f_:l ! & =
— £ Home Add-Ins Acrobat L7 = ¢
FY
Database changes —‘
Date ‘who ChangeDescr Help Yersions |Hours |[RerdID
Updated? Reqd
p |5/ 2/2006)| ) zer, Attorney 2 |On Court caze tazks table, (ko 0.00/{53110EF2
changed "D akeTime" figld to - [n - -0EE3-
31120045 mith, Joha 7 |Corrected problems with the client Irikrow 1.19 0.00/{C2E00 31
timer function not working, Alzo iy - FO7DF-
7142000 |Smith, Joha 7 [Modified Court departments table, Mo 118 0.00]{11 45F552-
query, subform ta rename Calendar v 4F55-
5/19/2000| S mith, John 2 |1. Added HelpUpdated? Field to Mo 1.15 1.20[{3AEBCFF
Databasze changes table, query, - D-2E0F-
421 /2000| Smith, John 2 |Modified all farms o that after 1.16 0.00[{A445FBE72
reqiztration expires, you cannok add v 17h3-
3/28/2000)|5mith, Joha 7 |Fixed Report design form by 1.15 1.00/{BA4BCTF
modifying contentz of Object - C-052E-
3/28/2000)Smith, John 7 |Fixed Client cazefile cover label 115 0.50{BA4BCTD
repart zo it prints propedy. Fiked - 3-052E-
2¢12/2000|5mith, Jahn 7 |Added Client Evidence Listing 115 1.00({BO31 AR
repart to Reports Print form. - 4-E16F-
9/23/1333|5mith, Joht 2 [Modified all forms so that there iz no 1.10 0.00{90939B64
input magk. for phone numbers. |t - -F1E4-
9/8/1993 |Smith, John 7 [Modified the Reparts print farm to 1.09 0.00{{0EB90F2E
add an option to print Active clientz - -6E5E-
9/8/19333 |Smith, John 2 |1. Renamed Clients-intake farm to 1.03 0.00({E44BE287
Clierts-zimple. - -BE4E-
9/7/19333 |Smith, John 2 |Created the Clients-intake and 1.08 0.00({CCF42945
Clientz-intake [all] forms. v -6584-
9/7/19333 |Smith, John 2 |Modified the databaze zo that each 1.08 0.00({CCF42949 L
Lisar bar cme of Haras datshacs x EROA.
Record: M 1ofl2l * M} | Search
Change description Mum Lock | .3

45.3 Database maintenance

The Database Maintenance screen is used by the system administrator to compact or repair the database. Compacting the
database reduces its size and speeds it up. Repairing the database eliminates errors using Microsoft Access’ built in Jet engine.
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r T
‘,-/ ) _3\ \ = 9 “ h*i | 5 Database maintenance - Family Legal Assistant (FLA) @M
- (f; Home Create External Data Database Tools Add-Ins Acrobat @ - @™ X

WARNING: Database sdministrafor access onfe?

§Cgmpact copy Repair copy

Num Lock | EHE & @) o

454 Database transactions

The Database Transactions screen provides a record of all changes to every form by every user of the database. It tracks:

The date and time of the change.

The User who made the change.

The form the change was entered from.

The type of change.

The field(s) that were affected by the change.

agrwbdE
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-"?n‘-..l | H ) = Database transactions - Family Legal Assistant (FLA) = | (] o
—?y {G Home Create External Data Database Tools Add-Ins Acrobat "Lf') - 2 X
BAGNING - Palfabare somamsirafor access omfd
TmsDateTime |FullName ObjHame ObjType TransType |RerdlD  |AffectedFields TransID |§ —
P (1107282010 5:55:0 Smith, John Group permizsions sbform Form b adify {26FEEBED- {2551 949F
10/28/2010 5:55:0 Smitk, John Group permissions subform Form Madify {2E6FEESES- {2966330¢
10/28/2010 5:54:!| Smith, John Group permissions subfarm Farm Add {DF7AOCE
10/28/2010 5:52: | User, Attarney Group azsignments subform Farm Add 197 7EC36:
107282010 110 Smith, John Object components subform Form b adify [CETE {44EEE94
1072820101100 Smitk, John Object components subfarm Form Madify 04200479 {EB2EF19
10/28/20101:10:)Smith, John Object components subform Farm b odify 1894004 1F 13602836
107282010 1:10:) Smith, John Object components subform Farm b odify 10420 0ATR 1AECEFE3
107282010 1:102| Smith, John Objects Form b adify 199200414/ [0bjM ame]=+alue updated [{B034AGRE
10272010 7470 Sitk, John Objects Form Madify {2F 70D 4EE |[Dizplayint enu]=Y alue upc{EF331F44
104272010 7-45:| Smith, John Software releases Farm b odify {EE2441 41-|[DevT ool sed]="alue upd:|{FEE 4732
104272010 7: 442 Smith, John Software releases Farm b odify {E08BE433- 19D0B5EG
104272010 7: 442 Smith, John Software releases Form b adify {3E 7BOBFE |[Acronym]=valug updated [{4C12012
104272010 7:44: | Smitk, John Software releases Form Madify {3FEC2E75{[&cronym]=V alue updated [{8462306]
104272010 7-44:|Smith, John Software releases Farm b odify {CECOD DB [Acronym]=\alue updated |{7501348¢
104272010 7-44:Smith, John Software releases Farm b adify {3CREE22F | [Acronym]=valug updated [{BC34B33
104272010 7: 442 Smith, John Software releases Form b adify {1CEBDSDE|[&cronym]=V alue updated [{951AFA4]
104272010 F:44: Smitk, John Software releases Form Madify {E 44BE290H [Acronym]=value updated [{24EE9FE
104272010 7-44:| Smith, John Software releases Farm b odify 12337E0520 | [Acrorym]=Yalue updated [{ESRDE3A
104272010 7-44:| Smith, John Software releases Farm b adify 124F 30843 [Acronym]=Y alue updated [{DECAZCE
0272010 7- 44 1S itk Lakin Safhaare releace Frrmn kA miifin INE A1 3RS A mrrworn =4 2l s nndated [IEREE 7021 -1
Record: 4 1of 74 LI 1O | % Unfiltered | Search
! Objedt name Num Lock ||E2 o | | B |

455 Group assignments

The Group Assignments screen is used to assign specific database Users to one or more Groups listed in the Groups screen. The
users assigned must be entered in the Users screen first. Additional information about the user is edited from the Personnel and
Personnel (all) screens.
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AT EREE  Family Legal Assistant (FLA). :
Cad = g
-/ @ Home External Data Database Tools Add-Ins Acrobat @) P4

chansen {C125C23B-087A-1
John 5/1/1994
Group GroupAssiD
p [Database admin v [{C125B419-0872
* v |[New)
| |
|
|l Record: 4« 1o0f1 oMb & NoF Search
Last name MNum Lock | EHE @

45.6 Group permissions

The Group Permissions screen is used to specify the access level to data on various forms within the database to a very granular
level. The levels of access include the following:

1. 1-Read

2. 2-Add

3. 3-Modify
4. 4-Delete

Each user is assigned to some combination of Groups on the Group Assignments Screen and each group has certain permissions
on specific screens within the database. The highest level of permission for all groups to which the user is assigned is what gets
displayed on the Main Screen that opens when you login to the database. Screens that are NOT listed under ANY of the groups
to which the user is assigned do not appear in the Main Screen and may not even be displayed.
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1 E\H ] - s Family Legal Assistant EF_ Lo oL
_,/ E Home Create External Data Database Tools Add-Ins Acrobat 'Q) = X

WA GMING: Pafzbare sofmimsfrafior fecess ol

{FDBCES3-9FE5-1

Farmily law attormeys.

0ObjM ame CatMame: Permizsion PermlD .
B |POC mailing management ~ [Form Adriniztration F-bd odify w [{EDEBSCZ;
Perzonnel [individual] ~ [Form Adrniniztration 1-Read - 12190932
Firmn information ~ [Form Adriniztration F-td odify - [111BCCAL
Conflict checker ~ [Form Caze management F-tdodify - [14FEFDOF
l Courtz  |Farm Caze management Fdadify - [1BCH3C45
Clients-zimple [all] - |Form Caze management 4-Delete - [197FCE2C
Cazeload surnmary - |Form Caze management 1-Read - [19EEDA3E
Client surnmary - |Form Caze management 4-Delete - [{B35CERE
Points of contact ~ [Form Case management 4-Delete w [{BC4930F
Clientz-adw [all] ~ [Form Caze management 4-Delete » [14FEFDCA
Court cazes [all] ~ [Form Caze management 4-Delete - |135F340C
Client mailing management ~ [Form Caze management F-tdodify - [T1F422BD
Clientz-intermediate  |Farm Caze management 4-Delete = {DE?E?EEY
Record: 4« 1of23 | » M b | | Search | 4| m | »
M| record: 4 < 1of6 |k W | & | search Kl m

I
| Group name
b —

45.7 Groups

o g o~ w

The Groups screen provides a way to create and organize groups of various types of users of the database. Each group can have
its own list of users, its own list of forms that are presented on the Main Screen, and its own associated permissions on each
screen. This allows access to and changes to the data within the database to be precisely controlled so that data within the
database does not become corrupted.

Groups are created based on the specific roles that a database user may fill within the law firm or law office, such as:

10
11
12
13

Attorneys.

Court users.
Database admins.
Paralegals.
Practice owners.
Users.

oupwdRE
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(o)L H )= * Family Legal Assistant (FLA _
e ve ol
-/ (': Home Create External Data Database Tools Add-Ins Acrobat @ - o X ‘

WARNING Database admmstrafor ccess w,'._’
Description PID
; GrouplD
| AMsttomeys Family law attorneys. -930965054
{FDBCE083-9FE5-1
Court users Look at Court journal form only, which is read 1003
only. {576F8C85-307F-11
Database admin Manage database. Implement and enforce 1000 =
i database security. {C125B494-0874-1
II Paralegals Assistants to attorneys. -1355793633
i {FDBCE085-9FE5-1
Practice owners Owners of a law practice 1003
{8548772C-CB241
| Users Users group. 1002
{C125B496-0874-1
*
(New)
-
Record: 4 | 1 of6 bbb ¥ Nao Filtar | {Search } 4| i | B
Group name | Num Lock | EE B |

45.8 Listbox options

The Listbox Options screen controls which options are presented in various list boxes used throughout the Family Legal Assistant
database. The drop down listbox at the top of the screen provides a list of the various types of list boxes used throughout the
database and the bottom of the screen lists all of the values made available within that type of listoox. This allows the
functionality of the database to be changed or enhanced without having administrative access to the design.
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()L d | |5 Listboxoptions form query - Family Legal Assistant (FLA) @@I&J
' J [‘: Home Create External Data Database Tools Add-Ins Acrobat '@' - O X
Listbox Options Show: |Points of contact [
p| Title: |
Abbrev: |
Descr:
OptiD: |{07D7ARAE-A0F7-11D2-B3D4-00104BCD 94587}
Title: |Appraiser: Business
Abbrey: |
Descr:
OptID: |{07D79E03-A0F7-11D2-B3D4-00104BCD 9487}
' Title: |Appraiser: Personal property
Abbrev: |
Descr:
OptiD: |{07D79E02-40F7-11D2-B3D4-00104BCD 9487}
Title: |Appraiser: Real property
Abbrey: |
Descr:
| OptiD: [{07D7IDFF-A0F7-11D2-B3D4-00104BCD 3457}
Record: 4 1of71 [ L | G | Search
L Title of this option Num Lock |[E3/E Bt 4 s
459 Replication management

The Family Legal Assistant database can be used across multiple law offices and contains tools to allow the remote offices to
synchronize their data with each other manually from the Replication Management form. To synchronize with the database of a
remote law office, the remote database must be made accessible from a share drive accessible from the computer that the database
is being run from. Then you use this screen to:

1. Create new replicas for new satellite offices.
2. Promote a specific replica to a design master.
3. Synchronize with a remote replica.
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Ca)i A 1 )5 Replication management - Family Legal Assistant (FL.. e
Liad =
- F=  Home Create External Data Database Tools Add-Ins Acrobat @ - 7 X

WARNING: Database sdministrefor acress onde?

Create Promote Replica to Sonchronize Cancel
Replica Design Master ad =

Form View Num Lock

45.10 Suggestions

The Suggestions screen is used by any user to enter suggestions on how to improve the Family Legal Assistant and errors in the
functionality that need to be fixed. There is a check box for our use that allows the developer, SEDM, to record whether the
change was implemented.
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( s Family Legal Assistant (FLA) = | ] i
el a— =
—" % Home Create External Diata Database Toals Add-Ins Acrobat 7] = ¢
- FY
Suggestions =
D ate who Topic Implemented? (RerdlD
b [5/419/2000]5mith, John 7 |Suagested enhancements [ {22F1D0acC-21
Suggestion: |Suggestions of Foy Allen:
1. Add CallerD link. ta timer field on Caseload Summary form.
372941 EIEIE!|Smith, John 7 |Databaze maintenance window [ {2EBE19EF-EI
Suggestion: |Fix the window o0 permizsion problems don't happen for dbage administrators for both L
compacts and repairs. I
3241993 | 7 [¥ 14FEFCFEE-DI
Suggestion: |4dd the following formes:
1. Conflictz u:heu:_k.er. Checks far conflicts of intelreat. _
12434 EIE|| 2 |Add Lawsz form [ {EBCR3D74-4
Suggestion: | This form would contain information about specific codes, including:
1. Ewidence Code =
b I H
104841 EIEIE|Smith, Jaohn ﬂEreate a record higtory form | [¥ |{E1 2RCATR-O
Suggestion: |Create a record/subform histary form that can be called wp from then menus of any form and
which displa__l,ls the modification history of a partiu:_L_JIar record, so that if data has changed,
10/841 EIEI4|Smith, Jaohn 7 [Courze histary | [ |{E1 2RCATA-0)
Suggestion: |Add a screen to call up from Course history that shows college, high school, and overall
GP&'s on a araph.
10841 994|Smith, John 7 |Farmz [V {C128CATI-0
Suggestion: |Modify all forms 2o that they use the question mark buttan to search for personnel and points
of contact instead of a listbox. Thiz will speed up the formes.
ERRN =L R=T=F 1 [= TR P o W ey aribes — I AEmATO O -1
Record: M 1ofl1 L | Search

Mum Lock '|@ o | | e s

! Farm View

4511 User accounts

The User Accounts screen is where database accounts are created and maintained, and the time interval when they are active may
be established. It works in tandem with the Personnel screen. The Personnel screen lists all personnel at the law office, while
the User Accounts screen controls the subset of Personnel who have accounts within the database. Not everyone at a law firm

needs access to the database.
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GAE . )5  FamilyLegal Assistant (FLA) = :
it | = ‘
-/ (': Home Create External Data Database Tools Add-Ins Acrobat @) o X

Name PersoniD|SSN DateStart |DateE xpire |UserName Passwor‘d RerdID
Pers. Ident.
P |Smith, John {C125C23 _@ chansen e {C125CAD
B-0874-  [1000 7-0874-
User, Attormey {FDBCE1B liberty R {FDBCE17
1-9FE5- [.550291046E +C 0-3FE5-
User, Paralegal {FDBCBO? paralegal ARG {FDBCR17
A-9FBS- |5 73207293E +( 2-JFES-
'I * (New) (New)
|
|
!
|Record: 4 «1of3 oMb W N Fiits Search |4 [ m | 3
|| Date account starts Num Lock | EE & d | 5

Notes on this form:

1. You must enter a DateStart prior to the current date in order for the account to be active. Inactive accounts cannot login to
the database.

2. Every record must have a Personal Identifier, which is a unique integer value. The field cannot be left blank.

4.6 Law and form information

The Law and Form Category of the Main Screen is used to locate information about jurisdictions, laws, statutes, terms, acronyms,
and generally to research legal subjects.
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Family Legal Assistant (FLA] - [

File Edit View Records Tools Window Actions

Attarney Uzer

CatMame

Adminiztration

Caze management
Databaze adminiztration
¢ Law and Formm information
Reszearch

Qb ame b aw0 fPermizzion
Acronyms 4-Delete
Glozzamy 4-Delete

|nternet pellow pages 4-Delete
Junzdictions 1-Read

Leqal forms and templates 4-Delete

Ministry resources 1-Read

Paints of contact 4-Delete

Operational

46.1 Acronyms

The Acronyms screen lists various technical, legal, and government acronyms useful in the telecommunications, government,
and legal fields.
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A frame relay service cffered by Sprint.

{4536BFC5-5538-11D1-974E-0000000] DatelastUdate: [09/11/1936

K No Filter

4.6.2 Glossary

The Glossary screen provides definitions for hundreds of different technical and legal terms. The WebAddr field is used to
record the place on the World Wide Web where the definition was extracted.
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—

‘0" or "0-"

Zero minus dialing. Allows a caller to dial zerc and nothing
else to get the Operater.

{A04D5A21-9E13-11D2-B3D2-00104BCD 9487}

Record: M4« 10f5089 | » M b= | K Unfiltered | Search |

Term .,|,

4.6.3 Internet yellow pages

The Internet Yellow Pages screen tracks internet sites. It categorizes the various sites, provides the domain name and the IP
address. It also allows you to click on the site by clicking on the hostname.
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| A
192.20.225.200 |

anonymous

oo U]
97291954 |

Run by AT&T? Good source for RFC's.

|{C125B4B8-0874-1

Record: 4 « 10f93  » M b | W loFiter
Hostname of destination

46.4 Jurisdictions

The Jurisdictions screen tracks critical details about all state and federal jurisdictions throughout the USA. It tracks franchise
statutes, whether each jurisdiction has income taxes, the date they jurisdiction joined the Union, its abbreviation, the type of
jurisdiction, and many weblinks to various information sources about the jurisdiction such as courts, Points of Contact,
Authorities, etc.

This particular screen also prints out an attractive report that is very useful as a reference tool. The reports that it prints out is
found on our website:

SEDM Jurisdictions Database, Litigation Tool #10.010
LITIGATION TOOLS PAGE: http://sedm.org/Litigation/LitIndex.htm
DIRECT LINK: http://sedm.org/Litigation/PracticeGuides/SEDMJurisdictionsDatabase.pdf
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/E-;]:':I\ . ) - Jurisdictions - Family Legal Assistant (FLA)K‘ E@l-ﬁ_ﬁj
A e | = .

—~ = Home Acrobat @ - =7 X

Ju r|5d|ct|ﬂns (See section T of the Bluebook for further details) Print

JurName: m |
Type: |5m"-‘ El IncomeTax? M JurlD:

Abbreviation: |»':'~|- |Eountry: |Llnite-:| States |

StatutesName: |Cﬂd"-‘ of Alabama (C.0.A.} | DateloinedCountry: |12/14181% |

Main Resources | Franchises | Autharities | Notes | POCs | Reporters | Courts

LegalResearchSource: !hﬁ[:-:.-'.-'fﬂ mauardian.ora/TaxFreedomil eqgalRefiStatel egalResources. htm ‘

MainWebsite: !htt[:-:.-'.-'v.' v state. al us/

ConstitutionLink: !htt[:-:.-'.-'v.' wiw.legislature state. al.us/miscihistory/constitutions/constitutions. himl

StatutesLink: !htt[:-:.-'.-'ﬂIiscndt:-.l-:—cislﬂtu re.state al.us/acas/ACASLogin.asp

RegulationsLink: !htt[:-:.-'.-'v.' ww.alabamaadministrativecode. state. al.us/alabama. himi

CourtsLink: !htt[:-:.-'.-'v.' ww. findlaw. com/ 1stategov/alialca. html

i ink- [http:/204.28.82 17/Civit20Procedure%20individual'civtoc. himl
CourtCivilRulesLink: |

CourtCriminalRulesLink: !htt[:-:.-'.-'zﬂ 4. 2552 17/Criminal%%20Rules Y2 0individualcrimTQC. html

ink- [nttp://204.29.52 17/Appelate®20Rules % 20individualappTOC. html
CourtAppelRulesLink: |

|
|
|
|
RegisterLink: | ‘
|
|
|
|
|

RulesOfEvidenceLink: lhtt[:-:.-'.-'v.' wiw. cledlabama. comidocs/CLEAlabama-AlabamaEvidence. pdf

U{IFiIingsLink: !htt[:-:.-'.-'v.' ww.20%.alabama.gov/BusinessServices/UCC . aspx ‘

AdminOfficeOfCourtsLink: lhtt[:-:.-'.-'v.' ww . alacourt. gowd |

MumCounties: |57 |

Areac{}d es: 205 - 251 - 256 - 334

I Record: 1 of 52 LI | | Search

Jurisdiction name Mum Lock | .

e >

4.6.5 Legal forms and templates

The Legal Forms and Templates screen contains a database of many different types of forms used in law practice. Many are in
editable Microsoft Word format and are embedded directly in inside the database.
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\

=
44

S home

Nao routing required.

Use this form outline whenever contempt mations are file.

Applicable laws

A Code - Section - | FomlawlD -
Code of Civil Procedure | 1218 Contempt {SDEBASDS-F1D4-
Code of Civil Procedure | 1219 Contempt {SDEBASDE-F1D4-
* [New)

Record: 4 | » Mobz | K No Fiiter | [Search

Record: 4 « 10f202 » M b | K Unfiltered | Search

Date this form was last revised |

4.6.6 Ministry Resources

The Ministry Resources screen displays all resources available through the Sovereignty Education and Defense Ministry (SEDM)
website, including all forms, publications, litigation tools, response letters, user manuals, pleadings, videos, etc. The form is read
only and may not be changed by the user.

The content of this form is populated by the ministry and is used to produce the following forms on the SEDM website:

1. SEDM Resource Index, Form #01.008
http://sedm.org/Forms/FormIndex.htm

2. SEDM Resource Revision History, Form #01.009
http://sedm.org/Forms/FormIndex.htm
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[ 6\ VIR Ministry Resources - Family Legal Assistant (FLA) @@g
—ﬂ/ @ Home Create External Data Database Tools Acrobat @ - @ x
Ministry Resources Print Rev. History l Print Index -
= ItemNumber:

ftemName: |8 USC §1401 Immigration & Naturalization Act Definition of ‘United States Citizen'.

ltemType: |Exhibit IZI Jurisdiction: l x
Source: |SEDM Website |~ | storeitemnum: | | suggDonation:
Format: |PDF [~| size: | | Author: |

Link: |http://sedm.ora/Exhibits/EX01.001. pdf

1Ll

SampleCorrToWhichResp:

Description: |Shows that Americans born in and living in states of the Union are not "U.S. citizens™.

ResourcelD: |850

Revision History | Feedback I Sample Corr. For Response | Response

RevDate: Version Status: Description:
Num:
P [12/1/2003 Completed Old Exhibit #0003
v
Record: M 10f1009 » M l i Unfiltered | Search ‘ 4| 11T
Item number Num Lock

4.6.7 Points of contact

The Points of Contact screen tracks third party points of contact in your area or that are useful in your law practice. These
contacts would be OTHER than attorneys, or family law services and resources.
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mted States

Residential real estate appralser D ate t(Rew: |2/11/2000 5:20:11 Pt
Appraiser. Real property

{9B754412-F

*

Record: M «[1ofl | b M b | " No Filter

I Record: 14 « 10f272 | » M b= | K Unfiltered ‘Search

4.7 Research

The Research Category of the Main Screen provides
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Family Legal Assistant (FLA] - [

File Edit View Records Tools Window Actions

Attarney Uzer

CatMame

Adminiztration

Caze management
[atabaze adminiztration

Law and Form information
d ch

Qb ame b aw0 fPermizzion
Acronyms 4-Delete
File cabinet 4-Delete
Glozzary 4-Delete
Law infarmation 4-Delete
Lavmers 4-Delete
Leqgal services and resources 4-Delete
kS clauses 4-Delete
Puointz and authorities 4-Delete

Operational

471 Acronyms

The Acronyms screen lists various technical, legal, and government acronyms useful in the telecommunications, government,
and legal fields.
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A frame relay service cffered by Sprint.

{4536BFC5-5538-11D1-974E-0000000] DatelastUdate: [09/11/1936

K No Filter

4.7.2 L aw information

The Law Information screen provides a database of legal research sources, such as web sites, books, and subscription services.
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http: /#www. aaml.org

The main professional organization which family law attorneys belong. They have an extensive library of very
useful materials, including information about the MMPI psychological test, custody, adoption, etc. An []
invaluable resource

{0DFAED4B-B2F7-11D2-B3DC-00104BCD 9487} )atelLastUpdate: |1/26/1399 8:25:04

Il Record: 14 < 10f48  » M b | { JoFiter | Search |

47.3 Leqgal services and resources

The Legal Services and Resources screen provides a place to track organizations and individuals providing legal services in your
area. This screen presents a subset of the information found on the Points of Contact screen and Points of Contact table.
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2/11/2000 5:20:11 P

& No Filter | [Search

|

474 File cabinet

The File Cabinet screen is used store and organize documents. The entire document can be embedded within the Document
field. You can use the search or the filter functions to locate documents on a specific subject.
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Record: 4 « 1ofl |+ M | & 1o Fiter | Search

475 Glossary

The Glossary screen provides definitions for hundreds of different technical and legal terms. The WebAddr field is used to
record the place on the World Wide Web where the definition was extracted.
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‘0" or "0-"

Zerc minus dialing. Allows a caller to dial zerc and nothing
else to get the Operater.

{A04D5A21-9E13-11D2-B3D2-00104BCD 9487}

4.7.6 Lawyers

The Lawyers screen provides a place to record information about Lawyers practicing in various areas of specialty in your area.
It can also be used to shop for a lawyer.
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> Home  Create  FExemalData  DatabaseTools  Adddns  Acrobat

B15-695-0158

Refemred ta e by Family Law Facilitatars Ofice an 14DECIS.
Called TADECIS and left meszage.

4.7.7 MSA clauses

The MSA Clauses form is a database of clauses used in the preparation of Marital Settlement Agreements in divorce cases. The
list of clauses was prepared by a family law attorney originally for use in California.
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Nd 9 & B

= Home  AddIns

Paragraph - Description

127171997 ClauseDoc

Document

{CO7F9650-3096-11D 3-6436-00104BCDI4E7)

Record: 4 « 10f396  » M b | { 1o Fiter | Search

Clause number

47.8 Points and authorities

The Points and Authorities screen is used to keep track of points and authorities on various subjects. You can use the search
function or the filter function to locate points and authorities on a specific subject. Points and authorities are typically used in
the preparation of memorandums of law filed in association with a court pleading.
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s: |College education for children

: |Pennsylvania state law requiring divorced parents to provide college education is held unconstitutional by
the Pennsylvania Supreme Court.

ils: [Located this on the ACFC web page at: http://www.acfc.org/legal_citations. htm.

8

http: //versuslaw. com/plweb-cai/fastweb. exe ?getdoc+view] 4+PA4+7 0461 +0+wAAA+°/.ZBBonita°/°2BKline22

PAID: | {9EBE261F-9744-11D2-B3CE-00104BCD 9487} |

Record: M « 10f25 | » M b | { Lo Filter | [Search

Case name
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5 DATABASE ADMINISTRATION

Within your law f

irm, law office, or home computer, someone will need to be tasked with administering the database.

Administrative functions are necessary to:

1. Ensure optimal

operation of the database.

2. Recover from errors.
3. Backup to the database to protect all the work that is put into updating it.

The following subsections describe the more common administrative tasks performed by the database administrator.

5.1 Database

specifications

The following limits apply to the operation of the Family Legal Assistant:

Versions of Mi

Maximum size

Nogok~wdPE

Maximum database size: 2GB.
Maximum number of concurrent users: 255.

crosoft Access supported: 2000, 2002-2003, 2007, and 2010.

Number of unique database screens: 48.

of a memo field: 65,535 bytes.

Format: Microsoft Access 2000 MDB format.
Security implementation:

7.1. User level security.
7.2. Group level security.

7.3. Database

transaction logging of all transactions.

7.4. Logging of all logins and logouts.

5.2 About Da

tabase Permission Levels

The Family Legal Assistant (FLA) implements five levels of database security access for each of the screens in the database.

These access levels

are assigned from the Group Permissions screen. The levels are:

Table 5-1: Database Permission Levels

Permission Description

level

1-Read Allows the user to only read the records displayed. User cannot add new records, modify or delete
existing records, or enter design mode on the screen.

2-Add Allows the user to both read existing records and add new records on the screen. User cannot modify or
delete existing records or enter design mode on the screen.

3-Modify Allows the user to read or modify existing records, or to add new records on the screen. User cannot
delete existing records or enter design mode on the screen.

4-Delete Allows the user to read or modify or delete existing records, or to add new records on the screen. User
cannot enter design mode on the screen.

5-Design User can enter design mode for the screen, and also read existing records, add or modify or delete existing
records.

5.3 Creating User Accounts and Personnel

There are three screens within FLA that pertain to Users:

1. User Accounts.

2. Personnel.
3. Personnel (all).

Family Legal Assistant, ver. 1.03
Copyright Sovereignty Education and Defense Ministry (SEDM) http://sedm.org/



http://sedm.org/

© © N o u M

10
11
12
13
14
15
16

17
18

19

20

21

22

23

24
25

26

27

28

29

30

31
32
33

34

Chapter 5: Database Administration 5-2

The Personnel and Personnel (all) screens are where all personnel within the law firm or law office are created and entered. A
subset of those personnel will be Users of the FLA database.

In order to create a User account, you must:

Open the Personnel or Personnel (all) screen.

Create a new record in the Personnel or Personnel (all) screen.

Close the Personnel or Personnel (all) screen.

Open the User Accounts screen.

Initialize the person entered in step 1 from the User Accounts screen:

5.1. Enter the DateStart field. This value must be either today or some date in the past in order to grant the new user an
operative account. Entering a DateStart value after today or some time in the future will not produce a functional
account.

5.2. Enter a UserName for the FLA user.

5.3. Enter a Password for the FLA user.

6. Resynchronize database security by:

6.1. Selecting Actions->Resynchronize Database Security from the menus in MS Access 2000 through 2003.

6.2. Selecting Add-Ins->Actions->Resynchronize Database Security from the menus in MS Access 2007 or 2010.

akrwnE

If you omit the last step, step #6 above, the user account will not be full initialized and the user will not be able to login to the
database.

Any of the following situations will cause the user account to not be created when the database security is resynchronized:
1. The DateStart is after today or some date in the future.

2. The DateExpire is either today or some time in the past.

3. Thereis no UserName entered.

4. There is no Password entered. All accounts must have a user password.

If any of the above problems occur on this screen, all User accounts with this problem will not function until the problem is fixed
and the database security is resynchronized.

5.4 Managing Groups and Group Permissions

Database security allows for the creation and maintenance of Groups. A Group is a collection of users who share common
permissions and security settings. We recommend creating groups that correspond to roles within your law firm or law office.
Below are the default Groups defined within FLA, and each is organized by role:

Table 5-2: Pre-defined FLA Groups

Group Name Description

Attorneys Attorneys who need access to clients they are working for.

Court users Those administering the courts or common law courts.

Database admin The local database administrator, who is usually an Information Technology (IT) professional.
Paralegals Paralegals who work for the Attorney users and who prepare briefs and pleadings for the attorneys.

These users, like the Attorney users, must have access to client files for all clients who are assigned to
the attorney they work for.

Practice owners The owner of the law firm or law office, who has global access to all user, case, and client
information. He supervises all the attorneys and paralegals.
Users Ordinary users who are not assigned to any specific clients.

After a User account is created in section 5.3 earlier, the user must then be assigned to one or more specific database Groups. If
they are not assigned to ANY group, then they will not see most of the screens available in the database from the Main Screen
and will be able to do very little. Assignment of users to specific groups is covered in the next section.

Groups are created and changes from the Groups form:
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"f-_":-!\\l ; - B s Farnily Legal Assistant (FLA) E@g

Al
- E Home Add-Ins Acrobat L7 2 X

WAEMNG - Dafabare omeminalor Aceess o

GroupHame Description FID
GrouplD
AR thorneys Family law attorneys. -330365054
{FOBCE0SE-9FE5-1
Court uzers Look at Court journal farm only, which is read 1003
only. {A7EFCaR-307F-11
Dratabaze admin kanage databaze. Implement and enforce 1000
database secunty. 1C1256.494-037A-1
Paralegals Azsiztants to attarmeys. -1355793633
{FOBCE0S5-9FE5-1
Practice owners Dwners of a law practice 1003
{85487 72C-CR 241
dzers Ilzers group. 1002
{C125BA96-0874-1
#*:
[Mew]
Record: M 4 1 of6 PO b & Search |1| M | 3
Group name Mum Lock

Group Permissions are set from the Group Permissions form:
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=\ B )= Family Legal Assistant (FLA) (= | E i)
{ +%1'| =l LiEE

- E Home Add-Ins Acrobat (7] = 4

A ttarnens

QrFe:

WA GMING: Pafzbare sofmimsfrafior fecess ol

Farmily law attormeys.

0ObjM ame

CatMame:

Permizsion

{FDBCES3-9FE5-1

PermlD .

Perzonnel [individual]

Adriniztration

1-Read

» |{2190532

Firmn information

Adrniniztration

F-rdodify

~ [111BCCEL

POC mailing managerment

Adriniztration

F-td odify

{EDBACZ

Court cases

Caze management

4-Delete

126FERRE

Conflict checker

Caze management

Fdadify

14FEFDOF

Courts

Caze management

I-odify

1BC38C45

Clients-zimple [all]

Caze management

4-Delete

197FCRRC

Cazeload summary

Caze management

1-Fead

19EBDE3E

Client surnmnary

Case management

4-Delete

{B35CBEE

Pointz of contact

Caze management

4-Delete

{BC4980F

Clientz-adw [all]

Caze management

4-Delete

14FEFDC4

Court cazes [all]

Caze management

4-Delete

135F340C

TDE7S72E ,

Clientz-intermediate

Caze management

L

Record: M

1of24

Record: M 1ofi

4-Delete

Va4

| »

Search

Group name

Mum Lock

SR ———

The Group Permissions form contains a list of all screens that can be opened by users who are assigned to the group. The screens
that can be opened are listed in the ObjName column. After an object or screen is added to a group, the permissions on that
screen must then be set using the drop-down list in the Permissions column.

5.5 Assigning Users to Groups

Once the groups are defined and the screens are associated with the groups, the last step is to assign existing Users to each group

using the Group Assignments screen:
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(O 4 " H ) Family Legal Assistant (FLA) [EENEE =
-’ f; Home Add-Ins Acrobat @ = D 4
liberty {FDBCH161-9FB5-1
Attorney
Group GroupAssiD
P |Attomeys v |{FDBCE164-9FRE
D atabase admin v |{5C0OCHRA9-4E1C
* v |[New)
Record: 1o0f2 [ £ Search
Last name Num Lock | 43

The top of the Group Assignments screen lists the user whose assignment is being set, and the bottom of the screen lists all the
groups that the selected user is a member of.

To add a group to a specific user, click on the down arrow in the Group column within a blank record, and select the group you
want to add. Then save the record.

5.6 Tracking down malicious users of the database

Users of FLA sometimes turn malicious and try to delete or corrupt valuable data within the database. This might happen when,
for instance, personnel are terminated and they want to do damage to the system on their way out. Family Legal Assistant (FLA)
provides a way to track down such malicious changes to the database. The Database Transactions screen provides a read only
view of all changes that have been made to any screen in the database, the time they were made, and the fields that were changed.
The database manages this screen and users may not change the content.
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f?n H ) = Database transactions - Family Legal Assistant (FLA) = | 5 il

—?y [,: Home Create External Data Database Tools Add-Ins Acrobat @ - 3 X
BAGNING - Palfabare somamsirafor access omfd

TmsDateTime |FullName ObjHame ObjType TransType |RerdlD  |AffectedFields TransID |§ —

P (1107282010 5:55:0 Smith, John Group permizsions sbform Form b adify {26FEEBED- {2551 949F
10/28/2010 5:55:0 Smitk, John Group permissions subform Form Madify {2E6FEESES- {2966330¢
10/28/2010 5:54:!| Smith, John Group permissions subfarm Farm Add {DF7AOCE
10/28/2010 5:52: | User, Attarney Group azsignments subform Farm Add 197 7EC36:
107282010 110 Smith, John Object components subform Form b adify [CETE {44EEE94
1072820101100 Smitk, John Object components subfarm Form Madify 04200479 {EB2EF19
10/28/20101:10:)Smith, John Object components subform Farm b odify 1894004 1F 13602836
107282010 1:10:) Smith, John Object components subform Farm b odify 10420 0ATR 1AECEFE3
107282010 1:102| Smith, John Objects Form b adify 199200414/ [0bjM ame]=+alue updated [{B034AGRE
10272010 7470 Sitk, John Objects Form Madify {2F 70D 4EE |[Dizplayint enu]=Y alue upc{EF331F44
104272010 7-45:| Smith, John Software releases Farm b odify {EE2441 41-|[DevT ool sed]="alue upd:|{FEE 4732
104272010 7: 442 Smith, John Software releases Farm b odify {E08BE433- 19D0B5EG
104272010 7: 442 Smith, John Software releases Form b adify {3E 7BOBFE |[Acronym]=valug updated [{4C12012
104272010 7:44: | Smitk, John Software releases Form Madify {3FEC2E75{[&cronym]=V alue updated [{8462306]
104272010 7-44:|Smith, John Software releases Farm b odify {CECOD DB [Acronym]=\alue updated |{7501348¢
104272010 7-44:Smith, John Software releases Farm b adify {3CREE22F | [Acronym]=valug updated [{BC34B33
104272010 7: 442 Smith, John Software releases Form b adify {1CEBDSDE|[&cronym]=V alue updated [{951AFA4]
104272010 F:44: Smitk, John Software releases Form Madify {E 44BE290H [Acronym]=value updated [{24EE9FE
104272010 7-44:| Smith, John Software releases Farm b odify 12337E0520 | [Acrorym]=Yalue updated [{ESRDE3A
104272010 7-44:| Smith, John Software releases Farm b adify 124F 30843 [Acronym]=Y alue updated [{DECAZCE
0272010 7- 44 1S itk Lakin Safhaare releace Frrmn kA miifin INE A1 3RS A mrrworn =4 2l s nndated [IEREE 7021 -1

Record: 4 1of 74 LI 1O % Unfiltered | Search

Object name Num Lock ||E2 o | | B |

LE - A

5.7 Setting Up and Managing Database Replication Across Multiple Law Offices

Family Legal Assistant (FLA) permits multiple law offices to use the same database file over a shared network.

5.8 Compacting and Repairing the Database

Over time, the size of the FLA database can grow exponentially. The database grows when records are changed or deleted. On
a periodic basis of at least weekly, it is a good idea for the database administrator to compact the FLA database in order to recover
unused and excess space in order that the size of the data file will remain as small as possible and so that the database performance
will be optimal.

In addition, the database may become corrupted by the computer shutting down in the middle of completing a database update.
When this happens or if the database experiences an error during login, the database administrator should consider compacting
the database file.

Both compacting the database to reduce its size and repairing the database are done from the Database Maintenance screen:
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a) v - ) Database maintenance - Family Legal Assistant (FLA) =5
i S
-/ f; Home Add-Ins Acrobat W -~ @ X

WARNING: Database sdministrefor acress onde?

Form View Num Lock

The Database Maintenance screen has buttons for both compacting and repairing the database. It also includes a “Target path:”
field which is used during the repair, in order to specify the filename of the new database file that is produced during the repair
process. You do not need to fill in the “Target path:” field if you are only compacting the database.

5.9 Enhancements to the FL A database

The Family Legal Assistant (FLA) database is offered as a cost-effective, shrink-wrap, turn-key solution to managing cases as a
sui juris litigant, and in small and medium law offices and law firms. The built-in security system prevents even the database
administrator from viewing or modifying the design of the forms, queries, tables, and macros within the database.

It may be that after using the database within your law practice, you may decide you would like to either customize it or suggest
improvements to its functionality. If you would like to make suggestions, we encourage you to go to our Member Forums and
post your suggestions at:

SEDM Member Forums, Forum 5.4: Family Legal Assistant Support
http://sedm.org/forums/

You may also wish to make custom changes to the database to accommodate the unique needs of your law office or law practice.
We would love to work with you in enhancing the database for hire. We have experienced database programmers with over 17
years of experience working with Microsoft Access starting with the very first version of Microsoft Access, version 1.0 in 1993.

If you would like to hire us to implement a customized or enhanced version of FLA or for any other type of Microsoft Access
database programming, please submit a request to:

SEDM Contact Us Page

http://sedm.org/storepublic/index.php?app=ccp0&ns=contact
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6 RESOURCES FOR FURTHER STUDY

6.1 Technical Support Resources

The SEDM Website Support Page provides answers to the most frequently asked questions about the Family Legal Assistant
(FLA), as well as video tutorials on the basics of the program at the address below:

SEDM Website Support Page
http://sedm.org/Support/Support.htm

6.2 Website Resources

The following websites are arranged by subject to make it easier to find the information you need relating to legal research and
use of the Family Legal Assistant (FLA) database. The documents are listed in decreasing order of value, where the lowest
number is the highest value to the subject of legal research and the FLA:

Table 6-1: Web Resources Relating to Law, Litigation, and Legal Research

# | Subject | Source [ Comments

1. SEDM Website

1 SEDM Website http://sedm.org Main SEDM website

2 Litigation Tools Page http://sedm.org/Litigation/LitIndex.htm Litigation Tools Page

3 SEDM Subject Index http://sedm.org/Search/Subjectindex.htm Index of all site content, organized by

subject

2. Family Guardian Website

21 Legal Research Sources http://famguardian.org/TaxFreedom/ Legal research sources on every subject
LegalRef/LegalResrchSrc.htm

2.2 State Legal Resources http://famguardian.org/TaxFreedom/LegalRef/ Legal reference for all 50 states
Statel_egalResources.htm

2.3 Family Law, Dating, Marriage, and Divorce | http://famguardian.org/Subjects/FamilyLaw/ Family law resources for freedom fighters
FamilyLaw.htm

24 Family lIssues http://famguardian.org/Subjects/Familylssues/ Political issues affecting families.
familyissues.htm
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